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Rules for acceptance and participation in this program 

'are the' same for all children, without regatd^to race, 
color, or national origin. , 
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Introduction " . ' ' ^ 

The Summer Food Service Program for Children Sponsor Handbook ^is 
an administrative' guide and vif^l reference document for any ' 
service institution participating in the federall/ funded 
Sunmer Food Service Program fpr Children. Section* 1 gives guide- 
lines to help potential sponsors determine their ability to. 
participate*in the program, in addition to presenting a brief out- 
line of general requirements and procedures. , » 

Section 2r "Meals, Records, and R^mbursements,'* describes the spe- 
cific meal parttems, recordkeeping requirements, and reimburse- 
ment procedures of the program. Section 2f, "Vended Operations," 
applies to programs using the facilities of food service manage- a 
ment companies (called "vendors" -in this "handbook) , while section 
4, "Onsite Preparation," pertains to programs in which meals are 
prepared at the site where the jneals are to be served. 

Section 5, "Reference," consists of necessary fiorms, checklists, 
and other guidance materials which can be removed and ' reproduced. 
Approved sponsors are required to operate their food services in 
accordance with the provisions of this handbook. ^ 

The^ Summer Food Service Program for Children provides nut'ritional ' 
help*to children 18 years of age or younger who would otherwise 
be deprived of the food assistance they get at other times of the 
year under the'' National School Lunch and Breakfast Programs. 
Persons 'Over 18 years of age ^determined by a State or local 
educational agency to be mentally or physically handicap'ped and ^ 
participating in a public school program established for the 
mentally or physically handicapped are also eligible. Sunmer 
food services are organized and operated by public and pxivate 
nonprofit institutions. They are set up to benefit children 
from areas in which at least one-third of the children are eligible 
under a State's family-size and income standards for free or 
reduced-price school meals and to benefit children in an enroll- 
ment program in which one- third of the children enrolled are 
eligible, for free or reduced-price school meals. Residential 
camps can operate the summer feeding program, as well a^ sponsors 
who enroll children in a regularly scheduled nonresidential 
organized cultural or recreatipual activity and qualify as a 
camp. Such sponsors must obtain family-si^e and income data on 
the enrolled children who are individually documented as being 
eligible for free or reduced- price school meals. ^ 

Sponsors- for the Summer Food Service Program for Children may 
include agencies of city governments, county and municipal 
school systems, recreational groups, churches, and social 
•service organization^. Although geared to operate primarily 
during school summer vacation periods, this program also 
provides for meal services in situations where schools* operate 
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• on continuous school calendar basis. As in all federally 

financed programs, discrimination against any child because 'of 
^'race, color, or national origin is forbidden* 
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, The Summer Food. Service Program is 'adrainifeterved through an 
•agency of the State government or 'by a Regional Office of 
the United States Department of Agriculture's (USDA's) 
Food and Nutrition Service (FNS). The administering agency^ 
deals directly .with sponsors operating within the agency's 
geograf?hic domain. To ^become eligible, however, a prospec-' 
tive sponsor must demonstrate to the satisfaction of the * 
administering agency that it has the necessary 'financial and 
administrative responsibility to meet program objectives and 
comply with program regulations. The actual meal-service 
function may take place at one or more sites under the respon- 
sibility of the sponsor. ^ ^ 

AdministraXive and financial responsibility cannot be delegated 
below the sponsor level. The quality of meal service as well as 
the conduct of site personnel, reflect directly upon the spoirSor's 
perfonnance and ra^y prohibit further participation in the program. 
Consequently, the quality and quantity of selected sites, the con- 
duct of site and sponsor personnel, €n^ the quality of the meals 
served must be primary concerns of any sponsoring organization 
wishing to remain eligible for program participation. All 
participating sppnsors are subject to audit by USDA's Office of 
ijnspector General. 

An approved sponsor must submit a claim to the administering 
agency to receive reimbursement for meals which meet program 
requirements. By Mar;ch 1 of each year, USDA announces reim- 
'bursement rates- for the coming summer. The following reimburse- 
ment payments*are in ef f ecf^ ^s of March 1, 1978. „ , 
k I . " 

1. For each lunch or supper, 92.75 cents. ' ^ * 

2. For each break£,ast^ 51.50 cents. 

3. For each snack (supplement), 24.25 'cents. 

Sponsors will re^ceive adr^inistrative, monies based -on a budget 
• which must be submitted* with the application for ^participation 
and will be reviewed and approved by the administering agency 
The budget should include the projected administrative expenses 
which a sponsor expects to incur. Payment to sponsors for 
administrative costs will 'be the lesser of (1) the approved 
budget -with amendments, (2)''actual expenses incurred for 
administrativer cos-ts,* or (3) 7.25 cehtsj^ for , lunches or suppers, 
3.75*cents for breakfasts and 2.00 cents'for snacks actually 
served to eligible children. p 
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Advance payments for ne^ program^-and administrative costs are ^ 
available to'appraved sponsors. For net progr^ costs, advande 
payments will be based upon last yearns expenditures or a ' 
percentage of anti<Jtpated costs in an amount^ determined by 
the administering agency to be needed. Sponsors are require'd V ' 
to. request each a4vance payment for net pr6gram*costs from the 
administering agency *at least 30 days prior to the payment 
dates of 'June 1, July 15, and August ,15v Before the second 
month's advance, sponsors must certify that they have held ^ 
personnel training 'sessions which cla;rify program duties 'and 
responsibilities. If a sponsor is not scheduled to operate 
for. at least 10 days in any month no advance- payment for 
net program costs will be made for that month. 

Sponsors are requii;e4-^ request* each advance payment for 
administrative costs from the administering agency at .least , 
30 days prior to the payment dates of June 1 and July 15. ' ' 
Before the second month's advance, sponsors must certify that'T^ 
they are operating the number of sites for which the administers- 
tive budget was approved an4 that there has been no significAit- 
change in 'their projected administrative cos^s since approval ^of 
the administrative budget. In the case of sponsors which wlil%-* 
operate under the program less* than 10 days* in ^une but at l^^st? 
10 days in August, th« secona^faonth's' advance administrativje^^. ^ 
costs payment will be made on August l5. Advance adminisi:r%t:iVe 
costs payments are not available to sponsors which will oper^tfe^*. 
under the ptogram for less than 10 days. If the administering ' 
agency has reason to believe, through monitor-ing of audits, ,^-,^|5^. 
that a sponsor will not- be able to submit an adequate claim, • ' \^ 
the advance payment for the following month will not be sent "^"^ 
until a valid claim has been received. Jn addiction, a limited . 
amount of stat^t-up payments for planning may be available at the 
discretion of the administering agenlcy. ^ 

As well as funds for reimbursemenjl^^ USDA also malces donated 
> foods available to States, the State distributing agencies, in 
turn, make the commodities available to those ^ sponsors 
approved to operate progrkas using onsite preparation and 
those sponsors which have. entered into an agreement* with a 
school food service to prepare meals. The .Commodity 
Distribution Agfency informs eligible sponsors about available 
commodities as soon as the sponsor* 9 application is approved. 
Sponsors eligible to receive comnodities may not receive 
commodities under more tha^one program during thg same period 
of .time.;, f - ""^^^ 
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Adnlnlsterlng agencies are available to help sponsors plan 
and operate their programs, as well as to help them train their 
supexrvisory personnel* During the suxaner, representatives from 
the State agency or FNS ^gional Office visit, sites and. may make 
suggestions to assist In program managexdent^ Sponsors caxi contact 
the administering agency at any time about ^questions or problems 
they may have* ^ ^ 

Sponsor Eligibility 

In operating the summer program, a sponsor must do the 
following things: 

* Demonstrate adequate administrative and financial responsi** 
' billty to manage an effective food service. 

* Provide an ongoing year-round public service to the area 
in which it intends to provide a summer food service. 
(Residential camps, sponsors serving migrant, programs, and 

» sponsors serving areas which would otherwise not be served ^ 
are exceptions to this i^equir^ment. ) 

* Have a satisfactory program performance record, if appli- 
cable* ' p • , -* 

* SubWt prior to deadline date, an application, site information 
sheet for each site, certification of nonprofit status if a- 
private institution, and written as.surance that al^ meals will 
be served free to eligible children without discrimination 
against any child because of race, color, or national orlgin«« 

' \ 
Prepare and submit a management plan including administrative 

and operating budgets. ^ 

* Document eligibility and meal service capabilities for each 
site, or qualify as a caxap and j2ollect family-size and 
income information on the enrolled childij^ eligible for 

/^ree or reduced-price school meals. 

* Enter into a written agreement with the administering agency. 
This agreement is a legally binding document .specifying the 
rights and responsibilities of both the. sponsor and administer* 
ing agenc5#and sh^ld be read carefully before being signed. 
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Provide a regularly scheduled food service. 

- / I 

Inform the local news media' of the ^availability of the 
program and the nondiscrimination policy. 

Attend administering agency ^s training sessions on program 
responsibllKiles ♦ 
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Hold training sessions on ptrogran duties and responsi*- 
bMitles for all site and administrative personnel and ' 
ensure ,^hat all administrative personnel attend training 
sessions provided by administering agency. - 

* Enter livto a contract vidi a registered vei^dor 6^ a written 
agreement with a school food authority, if meals are not pre^ 
pared at, the site.- 

r ■ • 

* Use competitive bid procedures in contracting when the 
contract will involve $10,000 oy. more. (Agreements with 
local school food authorities do not require ^iddiiig. ) 

' ' » ^ / * 

* Provide for a CPA audit of food service operations if 
$50,000'or more is anticipated in reimbursement. A letter' 
of engagement with the CPA firm must be submitted with the 
program application. A management lettet toujst be provided 
by the auditor within 10 days after conmenc^Dwnt of the 
program (public spo^ors may meet this requijrement by using 
an .independent Stat^or local government accbuntant)." ^ 

* Certify that, prior to operation, all food service siloes- 
have been visited, all personnel are trained, and the 
facilities are adequate '^^to serve meals to. the number of 
children anticipated. 

* Provide adequate vQersQnnel for overall management and 
monitoring of the f>rogram. ' 

* Arrangev£pt the delivery and holding of meals in. accordance 
with standards prescribed by local health authorities qntil 
meals are sjarved. (Tills, applies .only to vended, pro grams.) 

* Have the cap^illty of maintaining children on site while 
meals^are ccttume.d. * ' . 

* Arrange for proper/ storage of any excess meals until they 
-are served. ^ ^ ' ' . ^ 

* Establish procedures for making daily adjustments in the 
nuiaber of meals delivered to sites; ^ * 

* Maintain accountability fo;: advance payments. 

^ Develop a^ system for the regular submission of daily 
site records. 
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* Visit all sites witfein the first week of program operations,, 
.take prompt actior^ to correct any deficiencies found, review' 

^ fqod service l)oerations ^t every site at least once during 
,the first 4 weeks of* operations, monitor operations at ' 
reasonable intervals/ for the dur4rion of th^ program and 
monitor records of gite visits*^ 

* Ensure that all meals. , served meet^or exceed minlim^m meal 
requirements and .serve the same meal to all cnildren. 

* Maintain complete "and accurate retords on the food service. 



^ Selection , 
Priorities 
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* File a monthly -reimbursement vouclier b^sed on supporting 
documentation fpr each month 'of participation. 

* Operate the prograi^ in- accordance with the provisions ofj^ 
this handbook and any othe(r authorized instruct-ions and 
handbooks. - . 

Program experience has demonstrated that when two^r more 
sponsors compete for the samcjsite and attenqpt to serve the 
same group of children, ^ confusion and waste often resu^. 
Such overlap conflicts witjf program objectives. Consequently, 
administering agencies may allow only one sponsor to serve a 
target population. Thev following order of descending priority 
will be used when the administer In^^gency selects from among- 
such ^ competing sponsors . 



1. 



2. 



3. 



4. 



5. 



Public or nonprofit private schools, and other applicant 
sponsors which have demonstrated successful progrto > 
performance in a prior year. 

Sponsors yhich propose to prepare meals at their own ' 
facilities, or which operate only one site. 

Sponsors which propose to utij^e local school food 
facilities for the preparation *f meals. 

Other sponsors which have demonstrated ability for v 
successful program operations. 



Sponsors which plan to integrate the 
State, or 'lofcal employment or train; 



am with Jederal, 
rograms 

Sponsors niay be approved for a maximum of iOOJsltes apd for a 
total average .daily attendance of 50,000 childi^en at all sites » 
A sponsor will not be approved to operate any site which serves 
more than 500 children "Qally. No sponsor may ^ceed any of* these 
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Violations 



Site ' ^ 
Requlreiaents 



wi^x^iwiimfl viJ^ai the administering i^gency deteniines that the ^ \ ^ 
sponsor has the^capability and facilities for managing a program ' 
of that' size, ' * 

Only one pieal service per day wiil be approved unless each ^ 
meal service is d^UvereS ' separately wit'hin 1 Koyr of the 
beginning of the me^l;^service or tliei^ are proper f dod ^ 
•holding facilities at the site* . * ' 

Sponsors will be approved to serve a maximim of three meal 
types per day at each site, provided that one of the three 
meals is a snack. Residential campus shall be approved lor a 
maximum o£ four meal' types per day,. Nonresidential sponsors, 
which qualify as camps shallbe approved fpr four meal types per 
day (c5r three^^ meals consisting of a breakfast, lunch and supper). 
No sponsor shall be approved 'for more than 'two snacks a day; The 
length of the meal service may not* exceed 2 hojirs'for luRch or' 
supper and 1 hour for all other meals. Meals served outsid^ 
the approved meal service period will not be reimbursed.^ 

Three hours must elapse between the beginning of one meal typ^ 
and th^ beginning of another, except that 4 hours must elapse 
between lunch and supper when no snack' la served between ^ 
lunch* aiid supper. In addition, thfe supper meal aerv^e may no.t 
begin ^fter 6 p.m. None of^ the9e time restrictions fpplx to 
r,esidential camps. 

Violations of program reqxiirement^ may be the ba'sis for ^re- 
covery of overclaims, temporary stiapension or temlnation and 
exclusion from ^ure program participation. Such violations 
include. but ^re n^ limited to: noncompliance with the tine 
requirements between meals, failure to^ maintain adequate alte 
or sponsor records, f alJLure to adjust meal orders to conform, 
with.^ihan^es in site attendance, serving more than one meal, 
simultaneously to a child j excessive instances of off-site ^ 
meal consumption, and claiming program reimbursement for meald 
served to ^one other than eligible children. Sponsors - 
guilty of such 'violations during prior program participation 
may be considered ineligible ^by administering agencies. ' ; 

However; any sponsor denied participation may obtain a review . 
by jan official oth/ar than the one directly reaponslble for the 
orlginjd determination. Thfi same review procedure is available 
to sponsors denied advance program payments or payment- of claljus.. 

Sponsors must assume* administrative and fin.ancll|l responsibility 
for the foda service at sites under their supervision. Conse- 

' quentlyf'spohsors are required to ensur^ that their sites comply 

. wi'^h the following requirement*: 
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*. 'Draw attendance from an area <^ere at least one-thitd of . the 
^ children are eLlgible oj free ar reduced-price sctiool neafS * 
under the Staters famlly-slge and Jncome standards-^. Sponsors 
i^hichlqualify as camps must obtain information on the nunber 
of children' enrolled in each 'session* whose family incooes 
meet the eligibility . requir^ehts for free or^ reduced price ' 
- school meals* 

* Provide a ^regularly scheduled, organized activity or foo^^ 
' service-. for the .childr^ attexjiding. * - . 

* Require personnel' to attend training sessions which describe'' 
program bbje^tives and requirements. ^ 

* kave aatief A:t6ry arrangements for food beryice during incle-^ 
nen't ^weather. ' * ' 

* Adhere to local health and sanitation regulations. 

* Organize a supervised system for serving meals to partici- 
. pating children. ' . ; * *^ 



^ ^Ensure that all^meals are eaten at the 'site. 

^ * ' ? 

\ ' /• ^ 

\* . Ensure that the length of^.mfeal .sei;vi6e does not exceed 2^ 

•hours for luncn or supper aijd 1 hoar for all other meals* 

Ensure that 3 hours^elapse l^^een meal© fexce^ -that^A - 
hnyjp* mus't elapfe between, lunoh and supper'i ifr no c^upplement' 
j^^wrved between 'l\inch and supper. (Eicceptlons apply to 
r^Bfaentiar camps ^^ly.) . * 

* Count ahd properly record \l^e rjumber ^f meals served to 
.eli-giljXe chiXd^en^ ^ 

/ • ^ / • < 

* 'Ensuire that t^als serVed^include^Mfquired qu^tities of 
all meal, components. ^ ^ 

* Ensjure that there is not a simultaneous, service of more than 
one meal to^ ea^* child., ^ , 

* Maintain accurate dail^ records of program operatfi 
submiasion to sponsor on a regular basis. 
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Program Planning 

The Sumner Food Service Program exists to^ sei^ve children 
living in low-lncpme- areas. Documenting the need of an area 
to be served is required part bf the application process 
unless the sponsor is a^amp. By d.efinition, the concept 
of "law Income area" is tied to the percentage of children 
residing in an area eligible fcff free or reduced-priee meals , 
in the National School Lunch and Breakfast vPrograms. \At ^ 
least one-third of the children residing inVhe area of the 
site mu^t qualify for frfee ot reduced-price^school meals, >ba8ed* 
on family-size and income. 

To determine the need pf a particular geographical area, a sponsor 
may contact the local school district or local nonp^rofit private • 
schools to obtain figures on the numbers of children eligible for 
free and reduced-price meals, as compared to total school enroll- 
ment. It is not necessary to ob'tain the nam^s of eligible 
children from' school officials unless eligibility is being 
determined on' an individual child basis. 

An alternative method to determine ^rea need is to consult local 
social service agencies such as ^cout groups, ^^outh clubs, com- 
munity centers/%and churches to obtain demographic information 
which reflects family-size and^income levels. 



Census t'^act data may be used as effectively as locally compiled 
information.^^pwever , sponsors planning to ]ise this'jsource must 
refer to specific documents; , For cities with a population of 
over "50,000 the following documents may be used: ' / 

"Table P-1, General Characteristics of -the Population," ^hich 
lists by tract number or county the average number of persons 
per household, and "Table P-4, Income Characteristics of the 
P9pulation," whicTi lists by tract number or county the median 
income. For counties with a population of less than 50,000, * 
refer to, "Table 124, Income and Poverty States in 1969 
for Counties" and "Table 16, Summary of General Characteristics." 

Indian reservation population statistics may be obtained from 
one of the 12 area offices of the Bureau of Indian Affairs. 
Another document that^ may We used to determine area need Is 
/.the "Survey of Income^and Education for 1975" ^by States, which 
can be obtained at. the CensOa^Bureau, Office of Poverty 
Statistics. The persons per household and^ median income 
information can be compared to the State's income eligibility 
standards' to determine need on a tract basis. Census maps should 
be consulted ta correlate tract numbers with the geographic areas 
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from which a sponsor plans to draw Its participation. State in- 
cone eU%ibility^ information may be obtained frbm the administer- 
ing 'agency.,^ ^ 

It must be recognized that census tract data are dated and may 
be unreliable. The data may be almost 10 years old, and an area 
as small as a census tract may have undergone substantial demo- 
graphic change since. the time they were collected. If mor^ 
current sources of ddta»»such as applications for free and 
reduced-price lunches are available, then these should be used. 



Sponsors with an enrollment program may document eligibility 
for the summer program if at 'least- one-third of the children 
enrolled are eligible for free. or reduced-price school meals 
as determined by stateme;>ts of eligibility based on the size 
and incomes of the families of the children enrolled. 



Residential summer camps and nonresidential sponsors which 
jqualify as camps do not have to document that one-third of 
the children resid4.ng in the area of the site are eligible 
for free* or reduced-price school meals, ^ut must gather 
family-size and income data on the individual children 
eligible for free or^ reduced-price school meals enrolled in 
each session. Nonresidential sponsors may qualify as a camp 
by operating as an enrolled program and serving. four meals to 
each child each day (or three n^als consisting of a breakfast, 
lunch and supper) . Camps may claim reinibufsement only for . 
meals served to children eligible for free' or reduced-price* 
school meals. Information On each camp ^ session "must be sub- 
mitted prior to filing claims for reimbursement ^ for each, session 
ufiless otherwise specified by the administering agency. Some 
can^s may be able to get family size and income data from local 
social service agencies or other organizatitbns which require 
such information. ^ If a sponsor is a pchodl nr school district 
participating in the National Sdhool Liinch or Breakfast Program, 
or is a sponsor in th^ Child .Carie lood Program, records from 
"those programs may be used. It should be noted that other 
poverty guidelines, such as Title xy, 5re not acceptable. 

Most cavapa will have to gather this information direqtly from 
parents. This; da t^ can be solicited in the camper *s application, 
or the sample Family Size/Income Statement included in Section 5 
of this handbook may bemused. If the sanq>le statement id used, 
the reviewing official must compare the family-size and income* 
to the current family si;se/income guidelines, and then tiote if 
the family's income is below the guidelines for that size family 
(qualifies) or is above the guidelines' (does not qualify).' If 
the family had cj^ehketf^ne of the four hardship provisions, the ^ 
'amount of hardship should be .subtracted from the gross income, 
and that 'net figure used foT comparison purposes. Foster 
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children are considered a family of one. Any paynents made 
to the foster family for the child* s upkeep are considered 
the child* 8 Income. 

Potential sponsors need to assess the degree ^of commtmlty and 
parental support and ongoing conaiimity service programs so that 
the food service can be Integrated into local recreational, 
cultural, and enrichment activities. As part of this 
Involvement with the local community, a sponsor should: 

* Contact local schools' in regard to their enrichment pro- 
grams. (While academic summer schodls are not eligible to 
participate in the program, the "programs may affect 
attendance at individual sites.) 

* Ask parks and recreation cente^is/abdut, their summer * . 
recreation programs. ^ / 

* Contact local Y's, churches, an'd Scout groups about th*eir 
sunter plans. . , 

* Notify the health departiifent of all prospective site locations 
and ask the department to inispect them to ensure they meet 
local health standards. 

* Alert the sanitation department to ensure prompb^and regular 
trash removal-. 

* Contact other groups in the area that may^ be planning program 
participation to prevent duplication. 

This infopnation about the commtmlty will provide the basis 
for site selection. 

40 

The ntuaber of sites and estimated number of children to be 
reached can be determined only after a thorough evaluation of 
the resources available. Such resources include: 

Food preparation facilities if onsite preparation is 
being considered. 

Food holding and storage facilities. 

* Registered vendors in the atea if onsite preparation is ^ 
not feasible. 

* Labor. " ^ . 

1^ * Funds to hire adcTltional personnel if necessary. 

* Volunteer help. 

* Anticipated Federal reimbursement. 
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^ Hunger of sites 

. 7-: T 



10-30 



31-60 



61-100 



101-200 
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Several fac»«tnfluence the decision regarding the best 
iiethod for obtaTnlng aeals. These factors include the cost ^ 
of meals, the nuiBiber of meals required, the type of meal 
service, the number of sites participating, and the type 
of site. Because most schools serve meals to. children during 
the school year, schools usually have preparation and 
serving, facilities, know USDA nutritional requirements for 
meals, and understand children's preferendes. In addition, 
school food service personnel are often available for summer 
jobs* Sponsors are encouraged to contacfc, the superintendent 
of schools,, or principals of local nonprofit private schools 
to obtain meals from the school. Such an anrangement will 
r§quire either a written agreement or a contradt with the 
school . ^ 

Staffing needs will be determined by the method of meal 
preparation, number of sites, dates of operation, and nimber 
. qf^ phildren participating.' The following staffing patterns 
are recommended as generalized guides: 



Staffing needs during 
planning & organizatidn 

1 director 
1 secretary 
1 consulting 
accountant* 



1 director 
1 secretary ^ 
1 monitor *** 
l/cPA *** 



Operating & supervising Olose-out 



1 director 

1 secretary 

2 Monitors ** 
1 d?A *** 



1 director 
1 assistant 
1 secretary 
3-4 monitors ** 
1 CPA *** 



director 



1 director 
1 secretary 
1 monitor per 
15-20 sites 
1 recordkeeper 

1 director 
1 secretary 
1 recordkeeper 
1 area supervisor 
1 monitor per 15-^ 
20 sites 

1 director 

1 secretary 

2 recordkeepers 
1 area supervisor 

per 50 sites 
1 monitor per 
15-20 sites 

1 director 

1 assistant 
director 

«2 recordkeepers 
,1 area supervisor 
per 50 sites 

2 secretaries 
1* monitor [per 

15-20 sites 



'e\|t 



dir editor 
secretary 
recordkeeper 
consulting 
accountant* 

director 
secretai^ 
recordkeeper 
CPA *** ^ 



1 director 
1 secretary 
1 recordkeeper 
1 CPA *** 




1 director 

2 recordkeepers 
1 secretary 

1 CPA *** 



-J - 
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* To assist in setting up a recordkeeping system and 
closing program activity, if program will not require a CPA 
audl.t. >- * / 

** To assist director in required preprogram site inspection ^ 
visits^and selection. 

*** ^Refers to ^accounting*activity undertaken by CPA firms as 
part of audit, if program will earn $50,000 in reimbursement. 

Because needs vary from program to program, the sponsoring * 
organization should consult with the administering agency* 
for specific staffing guidance. Many positions will require 
only part-time employment, particularly in ,the planning and 
close-out phases. The .need for recordkeeping personnel will 
vary according to the extent of support services provided to 
ithe program. One monitor for every 15-20 ^ites is recom- 
mended for urban area6. The number of monitors necessary for 
rulral sites 'tnay increajse dependent upon the geo^^raphic area 
covered. Varying op%iitig and closing dates, of individual 
site operations will affect staffing needs. 

The key to successful program operat^^i^ns is found in the 
quality of the site monitoring performed. As the link between 
sponsor-level and site-leyel operations, personnel hired for. 
this function must be able to relate to the community being 
served while ensuring that corrective actions are taken. Wages 
for this position, as well as other positions, should be 
equivalent to the responsibility. The following listing, of 
responsibilities by position is offered as guidance: 



Directdr * 
Responsible for: 

* Providing overall management * ^ ^ 

of the program 
Maintaining outreach efforts 
Coordinating with other ,agencies • 
Selectii^g«*Bites 

Corresponding with administrative agencies 
Handling all contracts, bidding, and negotiations 
Submitting applications 

Arranging for food preparation or^ delivery and 
adjusting meal orders 
Hiring sta^f 
Training staff 
Supervising staff 
Submitting reimbursement vouchers 



Assistant 

Re s'p o n s ib 1 e f o r : 

* Training site personnel 

* t)esigning forms j^or recordkeeping purposes 
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it 
it 



it 
it 



: 

Maintaining liaison with vendor to adjust meial , 
deliveries ' » 

Provldl-ng ongoing training to staff 
Checking reimbunsement ^ ' . 

vouchers ^ , > " 

Maintaining time and attendance records { ^ 

o£ staff , 
Maintaining Records on number of meals served^ 



Accountant 
Responsible for: 

* Maintaining records on the following:^ 
Daily reports, invoices, and bills 
Cost of food 

Cost of ^.abor 
Administr'd.^ive costs 
Other feosts ^ 
Program income ^ 

* ^ Prepgtring payroll 

* Purchasing office supplies 

* Preparing reimbursement vouchers 



Area Supervisor 

^his person is ih charge of several monitors and report^ 
site deficiencies to the director or his/her assistant. / 
Responsible for: • 

* Scheduling of visits by monitors 

* Checking monitors' reports 

* Preparing weekly summaries of 
monitoring efforts 

* Providing ongping training of 

monitors ^ 

* Visiting sites with monitors ' . 

* Determining nee4 for corrective action v 

Monitor ^ 

This is a person who visits sites on a regular basis 

and ot:f serves meal service operations • 

Responsible for: ^ * ' ^ « 

* Checking onsite operations to ensure 
that records, are maintaix\ed ^nd that the 
program^is operated in accordance with 
requiren^nts 

* , Visiting all sites vwithin the first 

week operations 

* Reviewing food service operations of all ^" — ' 
sites Within the, first 4 weeks of operation 
Revisiting sites as deemed necessary 

* Preparing reports of visits » 
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Suggesting corrective action for problems 
encountered 

Ensuring corrective action is carried out 
Conducting onsite training as necessary 

i 



Site Supervisor 
This is a person who is in charge of the program at 
the site level. 
Responsible for: 

* Making meal arrangement^ during haS weather 
Receiving and accounting for delivered meals 
Serving of meals and clean-up 
Submitting daily records 

Assuring safe- and sanitary conditions at the site , 
Planning and organizing daily site activities 



Selecting 
Sites 



Sponsors must always visit locations before selecting sites* 
Locations where site supervisors haVe had a poor performance 
record in past programs and were unable to institute corrective 
action .should not be selected for participation. The adminis- 
tering ageney may deny approval for such'^ites. 

Sponsors planning a multi^ple site operation wjL^^ sites that are 
not under their direct administrative control Should, enter into 
an agreem'ent with the administrator of the individual sites. 
Such an agreement should list in specific terms the respon-V 
sibilities of the site administrator in regard to the food 
service program. This agreement of retfponsibilitles^will 
facilitate taking corrective action in the event the program is' 
not operated in accordance with the agreement. However, this 
agreement does not relieve the sponsor of" the final adiftinis- - 
trative and financial responsibility with respect to the 
operation of the program. * ' Z' ^ 

When selecting sites, the sponsor needs to consider the 
adequacy of facilities forspnsite meal consumption, availability^ 
of holding facilities, site size in relation to anticipated 
attendance, and the reasonableness of j^he numbers and types 
of meals requested. Sponsors should exercise their authority 
to limit meal service to whichever patterns seem suitable for 
a parti<:ular site. 



17 



SjCQpe 



Training 
Sessions 
Reqiilred 



Sponddr 
Personnel 



ERIC 



Training 



Training 



The ttaliKing of^sit'^ |uad sponsor personnel is not only a pro- 
.grw requirement, but is also good management. As with 
administrative arid financial responsibility, training is a 
sponsor obligation* However, conducting a training session 
prior tO| the openijag of the program does not mean' that 
'training is .completed. Weekly or biweekly sessions throughout 
: the summer are-^'assentials of a comprehensive training effort.^ 
This ongoing process allows everyone a chance to discuss findings 
at the sites and enables the spon^r to offer additional 
training as needed. Regular meetings with site supervisors 
offer similar opportunities. In tradition, tnonitors should 
conduct onsite trailing if they encounter a' site {supervisor 
having difficulty with recordkeeping or any other area of - 
food service operations. Sometimes a site supervisor who 
attends the training sessions may be replaced. by a new 
supervisor. It is then the sponsor *s responsibility to 
•ensure that this new site supervisor is^jaralned. . 

Sessions must be planne4-j|or two different groups of perisonnel, 
divided according to areas of responsibility. Office staff, 
area supervisors, and monitors ^(sponsor personnel) comprise 
, one group; site supervisors and their assistants make up 
. another. At the very' least, two training sessions should be 
conducted prior to the beginning of the program — one for 
sponsor personnel and one for site supervisors.* » 

It is important that sponsor personnel attend the site 
training session so that "they know what the site personnel 
have been told, and so that they* become acquainted with the 
site supervisors they will be visiting throughout the summe 
If the services of a vendor are to be used, representatives 
of the company should be invited to attend such sessions and, 
possibly, invited to participate in the discussion of menus 
and delivery schedules. All personnel should receive a 
letter or flyer announcing the date, time, location and 
Importance of attending the session^ T^is notification will" 
be more effective if followed by a^ telephone reminder. • 

Sponsors operating a large program must have* an office staff 
which may consist of assistants, accountants, secretaries and 
clerks. In addition to the staff employed as area supervisors 
and monitors. Although the' sponsor personnel training se^si 
will be of primary importance to the monitor, all office 
should attend to gain. a* general background in ^program operatior 
A separate^ scfssion is advised for training the accounting 
staff. As a^fttinimum; the following topics should be covered 
in the session with office ^taff ^nd monitors; 
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♦ Topics ^ 

1. ^ Begin vd.th a general 

explanation of the 
program emphasizdng 
I the following topics: 

a. Purpose of th^e program 
I b. Site eligibility 

^\ c. Recordkeeping require-' 
aents / 

d. • Organized site activity. < 

e. Meal requirements 

2. Describe how -the program wiliy 
operate within, the framework 
outlined in this, handbook. 

a« How meals will be-provided 

b. ; The delivery schedule 

(if applicable) . 
. c. ,The recordkeeping 'forms to 
be used by» site p^sonnef 
and ipethods of submission 

3. .Outline the specific duties of 
monitors. ' - . ^ 

a. Sites for which they 
will be'responsible 

b. AMonitoring schedule 
^ c. Reporting procedure 

d. . Followup procedure , 

e. Office procedures 



Materials- 

You will need these materials 

for this. part of the 

prograA: ^ 

"Sponsor HandBLk'' 

"Sumner PpstiSSj- 

"Site Supervisor's Guide"* 



4 * 

Mentr schedule. 
Sample delivery receipts 
Sairfpie daily .reporting 
forms ^or sites 



Monitor report 
Mileage log 



form 



/ 



Sponsors -must document attendance at the^site personnel training 
sessions' and schedule additional, session^ for personneiTl^o were 
absent. Since monitors act as liaison between the sponsor-office 
level and the ?ite-operational leyel, their attendance must 
be requested at the training' session for si^e personnel; The 
site personne3^ trainlijig session is a logical time to obtain -the 
signatures ' of Isite supervisors and assistants who^will be 
responsible for signing daily records. (A signature t%ie should" 
be kept in the sponsor's office fpr usfe itL reviewing weekly 
records.)* As a minimum, the following tot?xcs should be covered ^ 
in sessions with altg ^sup^ rvisors and their assisl£ants.' Since 
this program provides meals meeting exad^ nutrition startdards / it 
is an excellent focal point for nutrition education. Nutrition 
education materials may be obtained from th^ administjsring agency* 
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Topics 



1. 



2. 



General explanation of 
the program. ^ ^ 

a. Purpose *pf the program 

b. Site eligibility ^ ' 

c. tIecessJLty for accurate^ 
records * 

d. Importance of organized >\ 
activities at «ltes 

Site Operations 

a. Vendor relationship ^ 

1) Meal pattern . 
requirement 
type of meal service 
offered ^ 

2) Delivery sclieduiis 

(exact* times) •'-^^ 

3) Adjusting delivery amount 

4) Holding facilities 
available 

5) Who to contact about 
problems ' I . • 

b. Onsite preparation' 
problexQS . , - 

1) Inventory 

2) Menu adjustments** 



Materials 



"Sponsor Handbook'* 
(for instructor's use) 
"Monitor ^and|»ook'* 
(for instructor's use) 
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"Site Supervisor's Guide" 
(for each supervisor) 
Menus 

Monitor's name £^d telephone 
number / ' ' 



Inventory forms 



3. 



4. 



Recordkeeping 

a. Daily recordkeeping 
* requirements 

b. Delivery receipts 
Ctf Special problems 

^ 1ft Seconds 

2. Leftover's 

3. Spoiled food 

d. Daily labor time spent 
qn food service 

e. Collection of dail^ 
record forms 



Monitors 

a. Duties and authority 

b. Area of assignnient 
and introduction to 

' site supervisors 



^Sai^'le forms 



Monitoring form^ 



5. 



•Miscellaneous 

a. Inclement weather 

b. * Unauthorized adults 
^ " eating 

2. 



St>onsor policy 
Instructi^- 
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Trafnihg 



Moiiltors 



* Topics Materials 

c. DisciW^J*^ probleins 

d. EqulpSKt, facilities and 
%uiterlal.8 available . for 

organized recreational * * 

activities 

. Trash removal ' . ^ * 

A sponsor with multiple isltes must regularly moftltor those 
sites -to ensure that all program regula|jlons are enfotced. 
Regulatory violations at the site level'^may lead to reduced 
reimbursement: An efficient and^ capable monitoring staff 
Is essential. The ;nonitor(s) must not be mere collection 
agents for records. They must understand and be able^to 
enforce program requirements, and' must .spend enough time 
at each site to. review all pertinent operations. 

The monitors' authority sO^ responsibility should be made 
clear to the monitoring staff, site supervisory and office* 
personnel^: ' In vended programs, the monitor should ensure 
that necessaty Increases c^r decreases In th^ number of 
delivered peala are made. If th« site supervisor has failed 
to do M. Thf miltor shouli also have cVjallable additional 
copies of the necessary forms', site supervlsprs' guides > and 
suxaaer posters to give to sites as needed. 

The sponsor mufet design a system for handllng^^nltdr reports, 
These reports should be returned to the sponsor frequently, ^ 
Ideally every day. They would be Immedlatjely reviewed by 
a specific member of the sponsor's^ staff, ^ho will be 
responsible for following up on any^l)roblems, elljh'er wlth# 
the monitorior directly with the site supervisor. A system 
should be established to ensute timely follow up of deficient- 
cles at the site level. Depending on the seriousness of the 
deficiency foll^wup should be done within specified time frames. 

The monitors should begin wotk several days before sites open. 
If possible, they may be used to coi^lfete the required prer ^ 
operation visits. This will allow them to familiarize 
th^elves with the Iqcations and personnel of the sites. 

Since monitors serve as4l*vital link between the sponsor level and 
the site level, they t Aiiml d be present at both the site *and 
sponsor training meetings, to ensure their grasp of .operati(feis at 
both levels. The monitors' handbook will outline theirOTuties and 
responsibilities. Additional training will be necessary regarding 
. the specific functions required by j:he sponsor. »They should also 
become familiar wi^h the Site Supervisor's Guide. 
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Training 
Outline for 
Honltors 



Applicat ion 



Topics , Materials 
1. Outline the specific duties (^monitors Monitor handbook 
a. Sites for which they will be responsible . 
^b* Monitoring Schedules Monitor report form 

c. Reporting procedures ^ 

d. Followup procedures Mileage log 

e. Of fice^procedures 
£• Local sanitation and health laws 
g. If necessary (a^s in some urban 

areas), safety considerations 
Nutrition education ' - , 



h. 



Administrative Procedures 
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A lisfc of application requirements canno.t be all-inclufi^ive 
since variations occur with each administering agency and 
with the nature of particular food services. However, the 
following list indicates the basic application requirements 
that will need to be satisfied. The referen"fce section of 
this handbook contains sample sponsor and site application 
forms which may be used by the administering agency 

* Spor^5or_app Heat ion (with management plan including 
proposed budget and Staffing). 

* Site Information application for each proposed sit^ 
including documentation of eligibility criteria or 
documentation of the number of children enrolled eligible* 
for free or re(duced-price school meals. 

* Signed program agreement. * . ^ ^ 

* News release on nondiscrimination policy and* accessibility 
of program. - 



Extent of program payments needed, including a complete 
administrative budget and requests for advance payments and 
start-up payments, if applicable. 

Certification of training program 'for sponsor and site 
personnel. 

Synopsis of ^the invitation. to bi'd, -or the proposed agreement 
with school, food authority, and plans for advertisement, if* 
appropriate. ' . ' t 

Letter of ^engagement with CtA firm if more than $50,000 is 
anticipated in prp^ram reimbursement (public sponsors may 
meet this requirei^^nt. by using an independent State or ^ 
local government accouzftant) . < 



Admlnistpative Procedures 



Comnunlcat ions 



Planning 
Checklist 



* Proof of tax-exei^t, status If the sponsor ^s a nonpublic 
entity. . ' . 

The administering agency will review and determine whether the 
agpllcatAm will be approved. If approyed, the sponsor must keep 
all signed materials as part of his records. Tjie program agree- 
ment should be examined carefully as It' Is a binding, legal 
document which specifies the responsibilities of all parties 
concerned. ^ / 

The' administering agency must negotiate administratdve costs with 
the sponsor. Such negotiable costs categories will be stipulated 
±0. the approved agreement returned to the sponsor. Any changes 
in expenditures falling within this category must be discussed 
with and* approved by the administering agency in order to be 
eligible for reimbursement. 



To ensure' efficient administration, internal and external 
channels of communication must be established. Internally, 
discussing job descriptions and explaining the organlzatronal 
structures enables staff members to understand their own 
responsibilities as well as tho&a^of their co-workers. 
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A communications network should include a system for talking 
to the administering agency, tHe vendor or onslte preparation 
manager, the in-offlce staff ' members, ponltor^, and sit^ 
personnel. As a minimtim, the' sponsor and site personnel must 
have dally telephone cqntact to allow timely/ changes in the 
number of meals ordered, Ixomediate reportlng^ of meal 
deficieqicies, and efficient requesting of 4eslred menu 
changes.* ' | • 



The ^administering agency^ will be comaunlcatlng with the 
' sponsor^ representative In wrlttog and by phone during the 
approval procedure. Once the^ppllcatlon is approved, the 
administering agency wll^ help arrange the final operational 
details of the program. Representatives from the administering 
agency arid. USDA of f icia^ will review the pi^ogram duAng the 
summer and of f^r"probjlenP solving assllstance in this and other 
are^ . X , ^ 

The following program director's planning checklist is intended 
as a suggested management tool to give iui. orderly and comprehen- 
sive overview of administrative procedures. Although this 
checklist may not be all Inclusive for every type of food service, 
its tise aS^ a prffgram aid Is highly recommended 



Date Completed 

'•■i 1 



Action Taken 



Survey comminlty for areas of need; begin 
choosing possible- sites and compiling 
written documentation of need for each. 



( 
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Meet witl^ comnunity leaders, if possible, »~ 
for assistance in ^determining suitable * 
site locations • ' " 

Contagf local schools concerning the ' 
ppssdLbility of vending meals for, the i^rograas 

Contact recre^ion departments, * schools atid / 
• local service organizations to coordinate 
recreational activities with foocl service . ' ' 
at sites. 

Contact reliable former site supervisors to 
determine if they have a ^continued interest 
in the^ program. ' . , > 

Att-end j^^rkshops offered by State or Federal 
I ^USDA) ^kfsonnel^ • ' 3 

xHire a sec/retarial 'staff ^:o assist' the 



program director. 



Develpp specifications for the invitation 
to bid' (inapplicable). 



P^licly adve1»|jM 
days prl9pr to ^d>ope 



e^bid, at least 14 
ipenings. 



DevettTTbudget and staffing plans for the 
' ^rogranl*. 



Secure a ^tter of engag|gtoC with 
an indepenZtent CPA, or §Ste or local 
government accountant for^rograms over ^ 
$50,000. . ' J , ' 

Solicit volunteer help at site# whenever 
possible. \ 

Hire an aspsistant program* direc?fcor,^^f 
neces^ry. - . , 

Design^ forms -or use sample forms in this 
'hai;^dbook for all aspects of program * * 
operations."^ . ' : 

S^t up a filing system for documents which 
musf be mainlined for 3 years. 
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17. 



IS- 



IS. 
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Obtain individual child data for canips 
for children eligible for^ree or reduced- 
price school meals. 

Notify thte health department of the ^ 
Intention to'^operate ^ food service 
program, giving a list of sites to be 
served. ^. 

Submit a completed applicatibn with accoo^any** 
ing documents to the administering agency. 
Include all attachments as requested by the 
administering agency. 

Use proper projpedures to select a registered 
vendor (if applicable). 

^ Meet the vendor and develop delivery 
^ schedules (if applicable). 

' • Hire monitors and site supervisors. 

Hold -trainlnjg'worTcshops for monitor • -and 
supervisors. ^ 

, pbtain signatures from^site personnel. 

' Advertise the program and the • 
. nondiscrimination policy ^ in local media. 

Finallz^e monitoring schedules and any 
emergency • proce'Sures » ^ 

If program is dver $50',odo, begin plans 
for management letter from an auditing 
firm. 



Regulations require that sponsors vi^it all food service Jsltes 
at lea$t jDnce during the first .^/efek of operation and 'that 
prompt action be taken to correct deficiencies. In> addition, 
ail sites must be thoroughly reviewed at least once during 
the'T^st.A weeks of program operations. Records for each 
's^te visit, each review, and any-^ollowup visits must ''^ 
"he docuiaianted tod maintained on file. Monitoring must continue 
throughout the program ^t a level sufficient to ensure 
'compliance with program ^-regulations. 
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Sponsors must have a noitltorliig schedule to ensure that all 
sites are covered, a monitoring form to ensure that* all facets 
of site^* operations are checked, a reporting system from the 
monitors to the office staff to inform than of^^problem areas 
rand a follQwup procedure to ensure that corrective actionfe 
arc taken. Mult i- site sponsors will need to develop detailed 
methods for monitoring and maintaining the resulting|fc:iStport 
system. Sample forms to cover most monitoring activities 
are Included in section 5. \; 

Site reviews and visits by monitors are vital functions of 
sponsor operations. A site review requires the monitor to 
observe at least part (preferably all) of the meal service 
to determine if program requirements^ are being met; Without 
this direct link between ttie sponsor headquarters and the< 
actual food services, no program can function adequately. 
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The moiiitor review form incltxdes Information concerning the 
adjustment NO f meal orders on a regular bf^siSj^menu adjustments 
as necessary, problems in regard to recdrdkeeping, and 
delivery schedule problems. This report is an accurate 
means of determining the ability of the monitor to perform 
prescribed duties. 

Additional monitor training may be necessary if: 

• * Comments are not included in the remarks section of 
a report. 

* The number of meals delivered or served and the number 
of children in attendance are always the same. 

■ 4 

* Comments by site personnel are not included. 

* Action reconmende^d, if any action to correct deficiencies is 
not notfed. 

* Adjustments in meal orders *are not reconmended when 
the number of meals exceeds attendance. 

Daily site reports may be collected either daily or weekly. 
A sponsor may wish to have the monitor pick up the site 
report on a designated day or n^ay ask the site supervisor 
to mail it to the sponsor office periodically. Whatever 
method is selected, it is important to collect the reports 
on a frequent, uniform basis to minimize tfie possibility of 
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losing 'these reports. The site's . copy of "the daily delivery 
invoices should be collected at a regular time, checked for 
the signature of the site supetvlsor, and checked for B^z^er 
nent between^ the figures entered on the site report and those 
on the vendor's reports* Any discrepancies should be resolved 
inmediately by contacting the site supervisor and vendot 
representative. Written evidence of the resolutioji of^ any ' ^ 
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discrepancy should be obtained from the appropriate source. 

Although vended and onsite operations will be discussed in 
detail later, this section would not be complete without a 
brief introduction to fche manner in whiph a food service is . 
funded. As previously noted, a"^^ claim for reimbursement must / 
be filed monthly, as a minimum. The sponsor assumes complete 
responsibility for information submitted on the claim. Claims 
for reimbursement must include data in sufficient detail to 
justify the reimbursement claimed and to eaaable the admin- 
istering agency to provide the required information for program 
report''s. Claims must be filed monthly by the 10th day following 
the period of operations covered by the claim. If the program 
extends j>nly into the first 10 operating days of the last^nth, 
all operational data for that month must be included on the 
rvoucher of the previojLis month. Administrative costs should 
take into account all salaries paid throughout the program 
including salaries paid to personpel^ retained for the purpose 
of closing the program (usually the "director, a secretary, . 
and an accountant) , and all other expenditures incurred up 
to and related to the termination of the i^rogram. ' 

All records ^should be compiled and deposited in a safe place. 
They must be retained for a period of 3 years after the end of 
the fiscal year to which they pertain." Such records must be ^ 
accessible to Federal officials for audit and review. 

Evaluation of the program upon its completion is necessary. 
The following format is suggested for such an evaluation: 

* ,.,Sponsor Personnel — Evaluate the si?e and efficiency of the 

staff. 

* SU.te Personnel — Evaluate the ability of site personnel to 
control and supervise the progrtot at the site level. / 
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Administrative Procedures 



* Food Preparation — Evaluate the major facets of .food 
preparation, as well a» the quality and variety of foods 
offered within meal recfulrments . 

* Organization — Evaluate t"he administrative structure 
of the organization. 

* State Agency or FNS Regional Office — Evaluate the 
relationship between the sponsoring agency and the 
administering agency, noting the adequacy of training 
efforts, availability of guidance and information, and 
the availability of assistance. 
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Meal Kequirements 



Meal Patterns 



Bf^kfast 



Snack ^ 
^Supplemental 
Food) 



Lunch or 
Supper 



Other 
Foods ' 



Quantity ' 
Adjustment 



ERLC 



M0al Ro^ulromonts 

The goal of every Suaner Food Service Prograa for Children 
should be to serve nutritionally adequate, wholesoiic, and 
appetizing meals to children, , Careful planning is necessary 
to meefc^ this goal. Meal requirements set for this program 
•assure Ofc^ell-balanced, nutritious meals that supply the 
kinds and amounts of food children need to help meet their 
nutrient and energy needs. The following are minlmim 
requirements for each meal: ' < ' 

*Fluid Milk" l/2 pint (1 cup) ' ' ' 

*Fruit or Vegetable or Juice , full strength~l/2 cup 
*Bread or Cereal (one of the following or a combination to give 
equivalent quantities) : 

Bread, or bread equivalent, whole- gtain or enriched-- 1 slice 
Cereal, whole-grain or enriched or fortified — 3/A cup 
^ (volume) or 1 ounce (weight) , whichever is less 

(Two of the following): 
* Fluid Milk— 1/2 pint (1 cup) 

* 'Juicfi or Fruit or Vegetable (one of the following or 
combination to give equivalent quantities): 
Vegetable or fruit juice i full strength— 8 fluid ounces of 
full strength fruit or vegetable juice (juice shall not be 
served when milk i-s served) or 1 cup of fruit o^ vegetable 
* M^at or Meat Altemate- 1 ounce ^ 
*Bread'or Cereal (one of the following or a combination to 
give^eguivalent quantities) : 

Bread, or bread equivalent, whole-grain or enriched— 1 slice 
Cereal, whole-grain or enriched or fortified— 3/4 cup 
(volume) or 1 ounce (weight) whichever is less I 



" *Fltiid Milk— 1/2 pint (1 cup) . ' 

*Meat':or Meat Alternate (one of the following or combination 
to give equivalent quantities): Cooked lean meat, poultry, 
or fish-2 ounces, cheese-2 ounces, egg-1, cooked dry 
beans or peas-1/2 cup, or peanut butter-4 tablespoons 
*Vegetable*6r Fruit — 3/4 cup of two or more (full- strength 
vegetable or fruit juice may be counted as not more than 
1/4 cup of this requirement) ^ • 

*Bread, or Bread Equivalent , whole-grain or enrichfed— 1 slice 

Other foods, such as butter or fortified margarine, spreads, 
desserts, etc., which.are not a part of the requirement, should 
be included to ImprovA acceptability , and provide additional 
calories arid nutrients. 

... ^ . . 

The quantities of food specified in the meal pattern are 
approxi^te amounts of f6od to serve 10-t6 12-year-olds. 
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Descriptiqn ..of Food Components 



Milk 



Meat or Meat 
Alternate 



Greater ^r lesser ampvmts of -these foods may be served If 
^rtlclpating children are older or younger, and If the 
sponsor has the capability of controlling portion/^ size to 
ensure that variations are' in accordance with the[ age levels of 
the chllireh served. Remember that meals not served as a 
complete unit are tiot eligible for reimbursement.- 

Description of Food Componeiits , 

Milk m^ans? fluid types of pasteurized whole, JLowfat, skim, or 
cultured buttermilk^ flavored or nin flavored milk which meet < 
State and local standards. Fluid, evapprated, or dry milk 
used in preparation of soups, puddings, baked products, 
and other foods may not be counted as meeting the milk require- 
ment. Such foods do add to the total milk Intake of children, 
however, and are encouraged; At breakfast, milk may be 
served as a beverage, .^n cereal, or used in part for each ^ 
purpose. At lunch and supper, , milk must be served as a 
beverage. Milk is also a good beverage to use for mld- 
moming or mid-afternoon snacks.* If only snacks or a meal and 
two snacks are served at a center, it is a good idea to Include 
milk in at least one snack. Milk provjdefe calcium and i^ibo flavin, 
some protein. Vitamin A, vitamin D (if fortified), phosphorus, and 
other nutrients. 

Meat or meat alternates must be served at lunch and supper 
(and miy be served as part of the snack) in the amounts 
specified in the meal pattern requireuients. A serving 
of cooked lean meat ^eef, pork, lamb, veal) poultry, 
fish, cheese, cooked dry beans or peas,^^ egg, or an ' 
equivalent . quantity of peanut butter may be used to meet 
this requirement. A combination of any- of these food.s may 
also be served as the meat or meat alternate. For example, 
a peanut butter sandwich and deviled egg may be served as 
the meat alternate in a meal, or ground meat and cheese* 
(meat and meat alternate) coolbined in a casserole a^a,o 
meet the requirement. These foods may be larved as the 
entree (main dish) or the entree and one other menu item*. 

A serving of cooked merat is defined as lean pieat lifi^^out 
bone. A serving of cooked chicken or turkey ♦Includes meat 
and skin as normally served unless otherwise Indicated. 
When cooked dry bean^ror peas are counted as • \ 
part of the meat alternate requirement, they cannot 
(be counted toward* meeting the vegetable/fruit require- 
ment as well. 

To improve the nutrition of children, meat or a meat ^ ^ 

alternate sHould be Included at breakfast as often ^ 
as possible^. Eggs, cheese, ancl peanut butter may be ^ 

3o 
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Fruits 
and 

Vejse tables 
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served as such or used In preparation of breads, such 
as cheese ^biscuits or peanut butter drolls. Children 
enjoy cheese cubes or sticks, peanut butter on bread 
or crackers, laeat cubes, and other protelurrlch foods 
at snack tlae. Snacks between a*eals provide excellent 
opportunities for introducing unfamiliar meats or meat ^ 
alternates to ^children. 
\ 

One ounce (dry weight) of protein- fortified, enriched - 
macaroni- type foods ^may be counted as meeting 50 percent 
of the meat or meat alternate requirement only when served 
with cheese, meat, poultry, or fish. Textured vegetable 
protein products may be coxmted as meeting part (30 percent) 
of the meat and meat alternate requirement when combine^ 
with water and served in combination with meat, poultry, or 
fish. Protein- fortified, e^iched macaroni- type foods and 
textured vegetable protein products must meet USDA 
specifications. For detailed information and assistance on 
the proper use of these two products, contact the administering 
agency. f 

Meat and meat alternates, as a group, provide protein, iron, 
B vitamins (thiamin, riboflavin, jiiacin) , and other nutrients. 
Fruits and vegetables which .are simply prepared and easy to eat ^ 
. are the most practical to serve in the Stimmer Food Service 
Program for Children. Fruits and vegetables as a groifp provide 
most of the viliamin G, and a large share of vitamin A in meals. 
They also supply *iron as well as other vitamins and minerals. 
In selecting items' for the menu>, include foods which are good • \ 
sources of these vitamirils and minerals in at least one meal 
or snack each day. (See section 5, for the foods rich in iron and 
vitamins A and C.) ^ s 

k serving of cooked vegetable means a drained vegetable as' , 
usually served. A serving of cooked fylt consists of fruit 
and juicer -A serving of thawed frozen fruit is fruit and the 
juice that accumulate during thawing. 



At breakfast, a serving of fru^it or vegetable or full-'strength 
fruit or vegatable: juice is require4. Breakf^t is an 
excej.lent t-ime to sterve vitamin C foods. Citrus fruits or 
juices such as orange or grapefruit are excellent choices. 
Other, good choices are tomato juice, strawberries, and 
cantaloupe (when in seaTOn). Dried fruit may also be served. 
Dried apricots, raisins, and prunes provide variety 1# menus 
and are rich in iron. * " M 

To meet program requirements for lunch and supper, two or 
more vegetables or fruits must be served l^t each meal. A 
serving (one-fourth Cup or more) of full-strength vegetable or 
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fruit Juice oiqr^^^) counted towards^ suietlng nd more than 
one-fourth cup ofrhe vegetable or fruit requlrenents,. 

/fqr variety, 'full-strength fruit « vegetable Juices, fruits, 
or vegetables, nay be served In place af nllk'for snacks 
between aeals. Snacl^^tlme Is a good time to Introduce new 

. vegetables and fruits to children. ' A vegetable or fruit 
may be offered for tasting in addition to a snack of i^lk and 
enriched crackers. Beverages made from fruit Juice drinks, 
fruit flavored powders and syrugjg^^r fruit punch do aot^ meet 
program requirements. " ' 

Bread and bread products provide some of the B vitamins 
(thiamin and niacin) , minerals (especially Iron) , and ' 
calories. Breads or bread equivalents must be %nrlched 
or made of whole-grain or enriched flour o,r n^eal to meet 
the bread requirement of this program. Refer to section 5 
for guidelines 'on acceptable bread and bread equivalents. 

'At breakfast*, a serving of enriched or whole- grain bread; or . 
a serving of combread, biscuits, rolls, or muffins made from 
enrlctted,or whole-.graln meal or flour; or a serving of 
enriched or whole^graln or fortified cereal; or a combination 
of bread and cereal may be served. - 

* 

For mld-moming and mid-afternoon supplements, a serving of 
enriched or whole-grain bread; or enriched or ^ whole-grain or 
fortified cereal; or an equivalent servldg of combread, 
biscuits, rolls, muffins* crackers, or cookies, laade of 
enriched or whole-grain meal or flour, may be served.- Hot 
bre^ds|j6uch as rolls, biscuits, combread, ntaffins, or^^raisln 
breS^jj^dd variety and appeal as well as nutrients to meals for 
children. 

At lunch or supp^, a serving of enriched^]? whole-grain 
br€^ is required. An equivalent serving-^ combread, 
or whole-grain meals or flo^r may be substituted. v 

Cereal may be served at breakfast or as a mld-mopaing or^. 
mld-aftemoon ' snack, but it may not be used. In ^lace of ' 
bread at lu]|ph or supper. Acceptable fortified grain- 
fruit products" meeting FNS alternate^ food .regulations 
and USDA specifications may be xised at* breakfast^ and for 
midi&omlng or mldaf temoon snacks to provide the bread 
and fruit requirement. These products are intended for 
use where kitchen facilities are not available for 
preparing and serving the regular breakfast >r snack ^kenu. 
Enriched cookies may^ not be served as bread equivalents at 
breakfast, lunch, or supper. 
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other 
Foods 



Points to 
Reaeniber 



Other foods wjilch are not a part of the aeal pattern, /^^ 
requlr^BientB may be served at all^lneals to inprove * ; 
acceptability,. 'satisfy the chlldr'en's' apMtltes, and> 
If wisely chosen, to Increase the nutrltioSml quality 
the meal* ^ - ^ 

A serving of biitter or fortified margarine nay be used as 
a spread for bread or as a seasoning in food* preparation, 
providing additional calories and vitamin A, a$ vell^as. ' 
enhancing flavor and increasing acceptability. 

Desserts served at lunch and supper may assist ip^ meeting 
nutritional needs* For example, cakes and' other baked 
products made from enriched flour supply iron and B 
vitamin^.. Ice cream and other desserts made. from milk 
furnish calcium as well as other nutrients/' En'^iched . 
or whole-grain products such as enriched macaroni, rice, 
noodles., and spadiettl served at lunch or supper not ^ 
only add variety /to menus but al«o furnish minerals, vitamins, 
and calories* Bicon, jams, jellies, honey, and syrup may be^ i 
served occasionally at breakfast 'to add variety.. The^r 
contribution, howwei:, is ptlmarily calories.^ 

-The f ollowiq^ pblnts should* be remembered in planning 
menus^ to meet meal .patterns: - 



^Cheese and- luncheon meat's ma^^be use|l in combination 
(1 ounce of cheese an4 1 ounce meat) to meet the - 
meat or meat alternate reqxilrement. 

« ' • * ♦ 

^Serving 2 table-spoons of peanut, butter and I'ounce of 
neat or cheese is another way to meet the meal requirement. 
Fpanut butter may be seirved with soda crackers, graham ^ 
crackers, or on white or, whole wheat bread. When 'the 
peanut butter is served* on eight soda* crackers, tkree 
graham crackers, or on at least one slice of bread, the 
bread requirement will also be fulfilled. 



*Fu] 



11-strength juices m^ be credited as part of the 
geteble/frult requirement. Although ©n|^' ohe-foti 
of juice may be credited towards the thre?- fourths cup ^ 



dne-fotirth ^p 



requirement, the. suggested' serving size for juice is one- 
half cup^ " . 

/ 

*A blend of full-strength juices may be used, such a6 
orange and grapefruit. • ' 
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Becordkeeping Requirements 



*Tvo fruits or v^ge^ables may be used as the vegetable/ 
fruit requirement, but they must be two different kinds — 
such as apples with oranges, plums|wlth bananas, tomatoes 
with green beans > and potatoes wltn carrots. 

*Two forms *of the same vegetable or fruit, such as a^ 
t^ole orange and orange juice, cannot be served In the • 
same meal and counted as the thfee-*fpurths vegetable/ 
fruit requirement. Variety of vegetables and fruits 
Is necessary to ensure a nutritionally well-balanced ' 
meal. ' 



Retention 
of Records 
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They may be served 



*Fotat6 chips and sticks, catsup, jams, and jellies cannot 
be counted as vegetables or fruits, 
only to add appeal to menus. ^ 

*Macaroni products, noodles,' and rice may not 1)5<'counted 
^ towards meeting the vegetable/fruit or bread requirements. 

*Sweet-type foods such as cake and pie crust, which are 
' customarily served as dessert items, cannot be counted 
as bread requirement. 

*Snack^type foods such as popcorn, hard pretzels, com 
chips, and other extended or shaped items made from grain 
cannot be Runted as bread. 

*Small amounts of onions, pickles, relish, and other extras 
U8e4 as garnishes or for appeal should not be credited 
toward the vegetable/fruit component. 

*Cookies may not be used for the bread requirement at 
. breakfast, imch, or supper. V 

^Doughnuts may not be ca.unted towards the bread require**- 
. ment at lunch, supper apd sn^k. 

Recordkeeping Heqtiirements ^ ^ 

All records must be kept for, 3 years after the end of the 
fiscal year in which the program operated. For example » 
records for the summer of 1978 must be keptjjfttil October 1, 
1981. If any audit findings are -still not resolyed by the 
end of the 3-year period, the records must be kept as long 
as required to resolve all questions raiised by the audit. 
These records must be readily available, upon request, to 
auditors and representative's' of the administering agency 
or USDA. An organized filing system that permits rapid 
access to required records should be establi(Bhed."^ 
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Recordkeeping Requirements 



Types 
of 

Records 



Dally 

Site 

Records 



Non-allova^le 
Reimbursements 



To jiistlfy clfi^lms for retmbursement, the 'folloiflng records 
must be lii^lntalned: 

*Partlclpatipn figures . ' * 

*Pood service costs , 

*Labor' costs ^ 

^Equipment and ^pace costs \ ^ 
*Menu records 
*Other costs 

*Admlnlstratlye costs ^ 
*Program Income 

i . * 

Detailed information on feach of these categories is included In 
this section. Some costs ipay require advance approval from 
administering agencies. All claimed costs must be documented. 
Failure to maintain adequate records may result In less 
reimbursement than anticipated. A checklist of a^l records 
that must be kept is Included in section 5« . r 

Daily site records must be based on actual counts taken at 
each site.i Suggested site record forms are included in 
sectionv^sJ Site records must include j 
k ^ ^^^> 

*Count of children in attendance at each site.' 

*Count of meals prepared or delivered, by type 
(breakfast, snack, lunch, supper). 

*dbunt of complete meals served to eligible children, by 
type. ' ^ 



*Count of meals sdtv^d. t'6 a;iults, by type. 
Reimbursement may not be claimed for: 
^Meals served to non-program adults. 
^Meals that do not meet meal requirements. 
^Meals not served as a complete unit. 
*Meal patterns or types not approved by administering 



agencies. 
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iiiecordke^pircg Requirements 



Food Service 
Costs 



Food 
Costs 



Labor 
Costs 
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^Meals served at sites not approved by adsi^nisterlng 
agencies. - 

^Hcals consumed off site. 

*Meals served outside of approved /time frames. 



*Meals served to in^^gible children in camps (those not 
meeting the family-size and income guidelines for free 
or reduced-price school meals) . 

The allowable food service costs are the cash paymeats 
made by the sponsor for the preparation: and serv^BKfi 
meals. These costs include food, labor, nonf oo(!^^HP.ie8, 

and equipment and space for the, food service • An^Ecp^mded 
explanation of each of' these costs is preseiyted inr the 
following paragraphs. * , ^ 

Food costs include the following: 

*The cost of purchased fgixcl— used. These costs must be 
' based on inventory records. They d9 not include the 
value of USDA-donated foods • ^ 

*The cost of processing, distributing, storing, and 
handling any food purchased for or donated to the J 
program. These costs must be supported by invoices 
and receipts. 

*The cost of unitized meals purchased from a vendor 
and served to children. These costs must be 
supported by delivery rece\Lpts and invoices/ . ^ 

*Food service cost in camps (food service cost for meals • 
served to ineligible children iiT ^amps fiay not be claimed). 
Only, costs for meal§ served to eligible /children luay be 
claimed. Eligible food service cost can^ be determined 
by applying the percentage of. eligible children to the 
I <rarious food service costs categories. 

Labor costs are limited to wages j^d related expenses paid 
for time spent in the fopd service operation at the site 
level and in central food preparation areas operated by 
the sponsor. Only time spent in activities related to the 
Summer Food Service Program for Children and paid for by the x 
sponsor may.be counted as a ISbor cost. These costs must be^ ^ 
supported by payroll and time and attendance records reported./ 
to the admini9tering agencies. Time records may be includ^^d^^ 
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Recordkeeping Ilequirementflf 



on site records (see section's for sample forsis) 
. costs Include the following^ ' ^ 



Nonfood 
Supplies 



Equipment 

and 

Space 



Of 

Labor 



-^Gross wages^pald to personnel involved withsj * 
" 'preparing and serving meals» Including clean-up. 

^Gross wages paid to site personnel for supervision ^ 
during delivery of food and during mear satvice. /' 

^Meals provided at no cost to site ist^f members » if* 
authorized by the adtnlnisterlng agency; 



*The eiDployer*s sh^^e of^ ^cial sectHrity taxes and 
unexoploynoHirt compensatioW ' # / 

^Allowable fringe ben'^^its provided^ employees by 
the sponsor." ^ ' <^ 

^ ^ ^ ^ ^ ' [ ^ 

Nonfood supplies must bje directly related t4 the food" service 
program. Invoices 'and receipts for suppll^s^ recj^lved mt 
be kept on file. Nonfood supplies Include 'such Items as: 

APaper goods » straws, and disposable dishes and eating 
Ut^sils. " . • • 




^Dishwashing and cleaning supplieis. 
^Food wi^aps and %$od stc/rage containei^. 




Equipment and spa^ce^ co^;^jDttU8t be sup ported, by invoices, , ^ 
receipt's > and rental agreements. They Include: ' 

^Rental of equipment used in preparation and 
serving of food. 

■ \ - 

*Minor repairs to food service equipmen^v/(onJ.y if equipment 
is listed'"Tm^api^oved equipment list). 

^Rental of food preparation and cafeteria facilities 
approved In advance by* the administering agency. 

^Charges for opening and closing' school food service 
facilities. , ^ •> - 

^Charges for >u:^age of food seirs^ice equipment ^ovned, by 
the sponsor 'arid approved in advance by the^admlnisterlng ^ 
agency. - . ^ ^ 

^Utilities for fbod service ' facilitl^ and garbage removal 
fees. ^ 



Administrative Costs 



^Definition of 
^ Adndnlstratlve 
Costs 



JPlanning 
Costs 



Organizing 
Costs 



Managing 
Costs 



Administrative Costs 

Administrative costs include, within reasonable limits set by 
the administering agency, cash expenditures for planning, 
organizing, and* managing the food service prpgram. These 
costs must be substantiated by appropriate invoices, receipts, 
rental agreements, payroll and time recotds, repo^rts^to Federal 
and State governments, and mileage records'^ Only time spent in 
activities related to the admin is t<i|t Ion of the food service " 
program and paid for by the sponsor may be counted as 
administrative costs > Although some activities may overlap, 
the following list of possible administrative costs should be ' 
helpful. ^ 

Planning the- program may include costs for: 

*Time and travel expenses related to site visits. 

*Assessl;ag community needs and support. ^ ^ 

.^Developing budget and staffing plans. 

*Preparing documents required by the administering ^agency . 

*Negotlating a writ-ten a^r^ement with" the ' , 

' administering agency. " ^ 

Organizing the program may include costs incurred in: . 

*Hiring and training ^ployees. 

*Prbcuring facilities' and equipment.- 

*Negotiating contracts with food service management 
companies or agreements w±th local schools. 

Managing the program may include such costs as: 

*Salaries of administrative personnel and of secretaries, 
accoim*tants, and other personnel necessary to support 
administrati'^e activities. 

'*Rental of office space* and equipment. • ^ 

*Communication expenses, including telephones. 

*Office supplies. 
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Administrative Costs 



Unallowable 
Costs 



w 

^Transportation expenses incurxed by monitors vhen 
reviewing site operations. 

*Audit8 by CPA firms or independent State or local 
government accoimtants and legal fees* , 

\ ' • •■ ' 

^Insurance and ihdemnification premiums. 

Costs that are n6t allowable under any categolTr include: 

*Cost8 of purchasing land, acquiring or constructing 
buildings, or making alterations to existing buildings. 

*Costs of purchasing nonexpendable equii^nt, whether 
food service, office, automotive, or any other kind of 
equipment or costs of repairs to any equipment that . - 
materially increase the value or useful life of the 
equipment. ^ . 

*Use alk)wance' for buildings or any kind of equipment , 
> except food service equipment, and use allowance for 
food service equipment that is not specifically permitted 
in the sponsor* s written agreement with the State agency. 
No equipment purchased with Federal assistance may have 
a use allowance applied. Use allowances may not be 
applied to idle equipment. 

.*Fees, when such fees are credited to the final purchase 
price of equipment or space, which result from written 
^ or verbal contractual arrangements for mental-purchase 

or lease of equipment or space with an option to purchase.^ 
Rental fees claimed by a sponsor for equipment owned by 
that sponsor or sub-elements of its organizations, or other 
rentals not provided for in the budjget^ or written agreement. 

*Value of donated food, cash, labor", space, and land txsed, 
except that a use allowance can be authorized on donated 
non-expendable equipment. 

*Administrative costs not included in the approved sponsor, 
, budget, or amendments subsequently submitted and approved. 
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*Food service costs in sponsoring organizations Qualifying 
as camps, for meals served to children who are not 
elig'ible to receive their m^als free or at a reduced 
price during the regular school year. 

*Interest or other financial costs. 



Bieimbursement Procedures 
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Relnbursement 
Claim Form 
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*Co8ts or proration of costs which result from the sponsors 
maintenance of a legal staff nor legal expenses for 
proisecution of claims or other legal actions ^gainst the 
Federal government or the State agency responsible for ^ 
disbursement of program funds to the sponsor. 

*Flnes and penalties, 

. *Bad debts.«, 

Income accruing to the food service prograd includes 
all funds received from State, IrOcal,^ and other sources ^ 
except program advances or reimbursement. .These f^ds 
must be designated specifically for the food service , 
program. Records reflecting income may include deposigi 
records, voucher stubs, or receipts. Sources of ^^md^^ 
earmarjced for food service and counted as income include: 

Monies received from Federal, State, intermediate, or local 
governments. 

*Income,from sale of meals to adults., 

*Cash donations or, grants from b'^enevolent ' 
organizations or Individuals, j 



*Interest earned"" on Federal advance payments 
'and start-up payments. (Such interest will be 
deducted from the amount due to the sponsor and 
returned to the Federal government.) 



Reimbursainent ^roceduMS . 

The sponsor must regularly collect data from all sites on 
the number of meals by type served to childraa. All this 
data has to be compiled and included on the monthly relioburse- 
aent claim form. 



In addition, the sponsor must comj^ile information on the cost 
of food used during the month, the cost of ta^or, and other 
costs directly related to the food service, as Veil as tho^e 
which telate to the administration of tiie'food service program. 
These costs alBo go on the claim fotm*. ^ ' 

Finally, the amount df incomfe accruing to the pr^gtmnmist be 
calculated and put -on the claim form. Then the form must be 
signed and sent on to the administering agency." 
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The amount of reimbursement to be paid to the^j^sponsor is 
determined t^y the administering ageitcy. It ±^ calculated 
In the foUowing manner and based on the 'rates as Indicated. 
As of March 1, 1978, the following rates are in effect: ^^ 

*For a lunch or supper, 92*75 cents. ^ 

*For a breakfast, 51*50 cents* ; 

*Por a snack, 24*25 cents. 

The following steps illustrate how the sponspr can estimate 
the amount of reimbursement due him or her: 



1* 



2* 



Reimbursement fox net program costs is computed by 
multiplying the number of meals, by type* served to 
children times the applicable reimbursement rates for 
net 'program costs* This dollar figure is compared to the ' 
cost incurred for. costs of food service, less any income 
accruing to the program* The lesser amount ds phe 
reimbursement tor which the^ sponsor is. eligible. 

The total reimbursement for administrative costs, shdll not 
exceed the lesser of: (1) the approved administrative 
budget and any amendments tp it as approved by the 
administering agency or (2) the actual amount incurred 
for administrative costs, or (3) ' tHfe per-meal administrative 
rates times the number of meals served by ^type to eligible 
children* ' * ^ . 

The lesser amounts from steps 1 and 2 are combined for a 
potential reimbursement figure* This amount minus any 
start-up and advance payments wi41 be paid. If any 
interest was earned on start-.up or advance payments, 
the interest will be deducted from the sponsor* s > 
reimbursement check and returned to the J^^feral Treasury. 
Detailed worksheets to assist in^ calcul'aktlng anticipated 
reimbursement are included, in section 5. \ 
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Selecting^ a Vendor 



Reasons for 
Using a 
Vendor. . 



Uding School 
Pood Service 
Facilities 



Using 

Comerclal 

Vendors 



Vendor 

Registration 



Contract 
.Procedure 



Selecting a Vendor 



Generally, onslte preparation of sieals loeans better quality, 
bettet control, an^. better acceptance by the children. Hov^^ 
ever, several factors should Influence a sponsor's decision 
to enploy a commercial vendor. , These may Include the cost 
of producln'g the meal onslte, the large nuniber of meals rer 
quired, limited personnel or transportation for cleliM'ery of 
meals, ^ type of site unsulted to meal preparatloi^for a 
large number of sites spread over a wide geographical area. 

. Befdre inviting vendors to bid on a program, sponsors must 
contact their local school food service authority about the 
possibility of using school facilities, to prepare meals, or of 
obtaining meals under agreement from a school. Local public 
or private schools are usually a good meal preparation source 
since they do volume preparation and are accustomed to pre- 
paring meals which^meet tlSD^ requirements. When exi^loring 
a school meal service, sponsors should consider whether an 
adequate delivery service to sites can be established which 
will not be prohibitive in cost, yet will meet local health 
and sanitation requirements. \ Sponsors able to utilize local 
school food service facilities must enter into a written 
agreement with the schoolr 

9 

If contracting with a local school is not possible, contracting 
with a vendor (or other commercial enterprise) for the prepa- 
ration and (lelivery of meals may be considered. In fact, a 
sponsor may employ a food service management company to operate 
its entire food service. Ttie sponsor remains, however, legally 
responsible for s^eeing'that the feeding operation meets all 
requirements specified in the agreement signed with the admini- 
stering agency. ^ 

Only vendors registered with the administering agency may be 
used.^ A list of registered vendors should be obtained from 
the administering office as soon as possible. 

Sponsors entering into a contract with a vendor must use the 
standard form of contract established by the administering 
agency. The standardized contract protects' both sponsor 
and vendor. Sponsors which ai;s public institutions, sponsors 
desiring to contract only for the management of the program, and 
sponsors whose Contract with a vendor will not exceed $10,000 
may' use their own form of contract if thle contract is submitted 
and approved by the administering agency. The importance of the 
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Bid Procedure 



Bonding \ 



Unitized 
Meal- 
be livery 



contract procedure siMDuld not be imderestlnated. The coa- s 
petltive bid procedures are very strict and are required of ' 
aponaora whose contracts vlll exceed $10,000. If these 
procedures are not adhered to, the program laay, be teralnated 
and future participation seriously jeopardlzedjt Careful 
planning at evary stage of the contract procedure will 
ensure that the sponsor can provide a quality meal service 
with enough flexibility t<f draWnlgh participation all summer. 



Bid Procedure 



All sponsors contracting for $10,000 or^re must adhere to 

the bid requirement and procurement standards set forth 

in the regulations governing the program^ The objective 

of these rules Is ^toensure maximum open and fr^e competition. 

If the proposed contract is for more than $100,000, at the^ 

time the bids are submitted, a bid guarantee from each bidder 

equivalent to. 5 to ^10 percent of the bid prl(^e as stipulated 

by the sponsor %^ required, the bid guarantee must consist 

of a firm commitment, « such as a bid bond, certified 

chelbk, or other negotiable Instrment accoqipinylng a. bid. ^ 

This acts as assurance that the bidder w^ll, upon acceptance* 

of his bid, complete the required^ contrTCtual documents/ 

within the^^t^ioe specified. (Ven^dors must^btaln bid 

bonds from sut^ty companle^ listed in the current Deparcnent 

^f Treasury Circular 570.) ^ 

Bid specifications mtist ensure the quality of/meals and 
nxjst restrict bidders to vendors who vill.^tfi^Qselves assexable 
unitized meals, with the exception of milk. This means that 
all components of each individual meal must be assembled as 
a unit by the vendor. Hilk, however, may be delivered 
separately. Requests for exceptions to' unitizing certain 
components >f a meal may be submitted^ in writing to the 
a^lnlstering agency. Examples of exceptions would include 
fruit or vegetable juice* and a meal combinlxtg hot and cold 
components. Such things as bulk delivery to sites may not 
be allowed as an exception to the unitized meal requirement. 
Vendors *may wish to secure certain food items from coonodity 
distributors. This is permissible as long as th^ vendor 
assembles unitized meals for dellvetyvto the site. The 
purchase of products, such as sandwichds or fruit-filled 
bakery specialties which meet more than one of the meal 
component requlrementrs, is also permissible when delivered 
to sites in unitized, meals. This uiiltlzed meal requlre&ant 
does not apply to snacks* 
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A vendor smy not stibcontract vltb 'another coapany for the total 
oeal) vlth or without mHk, or for the aaseobly of the aeal. . 
Th^e variation between contracted and subcontracted aeal prices 
la an unnecessary expense which contributes nothing to program 
goals. Furthepnore, subcontracting places the co^;>any inr 
mediately responsible for the qtiality and supply of meals beyond 
the direct contractual control of the sponsoring organization. 

A competitive bid procedure must be conducted If the proposed 
contract will total ^re than $10,000. The Standard bid pro-' 
cedure consists of the fcd.lowing basic sjLeps, which are further x 
clarified in the paragraphs below: 

1. Publishing an announcement of the proposed contract^ 

.2. Supply ixvg all companies which respc^d with bid speci- 
fications. . ^ 

3. Opening the bids publicly. * 

Sponsors must adhere to the, following requlreoien'^ when Inviting 
bids for food service: 

* The lnv«ltatiqn to bid c^not specify a it^-tTi'*™"^ price. 

/ ^ t • , 

* The invitation to bid jnust contain a cycle menu approved by 
the administering agency upon which the bids shall be based. 

* The invitatiori to bid must CMitain food specifications and 
meal quality standards approyea by the administering agency 
upon which- the bid shall be based.. 

* The invTtation to bid must not specify special meal 
requirements to me^|^thnic or religious ne^a, unless it can 



be. demonstrated thall|Hlch spjecial requiremanta are require 

for the cMldren to be served. 

* The ^^^HVon to bid cannot provide for loans or an^ 
other ^Mrof monetary value or term or condition to be made 
to sponsors by' vendors. 



* Nonfood items must be excluded from the invitation to bid, 
except where such items are essential to the conduct of the 
food* service (such as condiments*-salt, pepper, spreads; 
eating utensils; and napkins). ' . ' * 

* A copy of the health .tiertification on th^ 'proposed food 
preparation facility ^st be submitted by the vendor with ^ 
each bid. ' 

I . . . I . • ■ 
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Because the apectficatlons 'of the Invitation to bid must 
contain a cycle menu on vhich vendors must bid, sponsoxfs vlll 
nee4 to carefully plan a series of quality meals which vlll be 
appetizing and meet all ^requirements listed in section 2 of this 
handbook. Sponsors are not restricted to the minimum re- 
quirement ^ however, the meal pattern may. be Improved to 
Increase the variety and appeal of menus and meet any partlculsi: 
nutritional needs of the children. Specifications should be so 
worded and in such detail that bidders will have an equal 
chance' to compete on the same menu. The specifications should 
also indicate under what conditions substitution^ may be made 
by thejfendor if, during the courser of the program, certain specl- 
fledp^oods are unavailable or become prohibitive in price. 
Cyjlle menus lasting 2 or 3 weeks are one way ,to provide variety 

d avSl^ repetition* in foo*)d^ervlce. A sample 15-day cycle of 
sandyich "^menus is included/in section 5 of this handbook. Cycles 
of hot meals are^also ilr^strated there and sponsors may find It 
advantageous to "familiarize themselves with the contents* of 
section 3, '"Onslte Preparation" before attempting to plan a 
menu cycle. For addltkonal assistance in menu planning, contact 
the FNS Regi&nal Nutrition and Technical Services Staff or the 
admlnlsteting agency(. Local mexnbers of the Cooperative Exten- 

Dietetic Association, American Home 
or dj.etetic interns are also available 
to help in menu planning.) Potential bidderrs" may not partici- 
pate in preparing the meal specifications. 



sioni^Service, Amerlc 
Economics Association, 



Sponsors^ should follo%^ Sllate or local laws, regarding the 
announcement of the /ror/osed contract. Regulations require 
that in the absence of (any State or local 1^, the announce- 
ment of the proposed dcmtract be published no less than 14 days 
prior to the opening th^ bids. Sponsors should advertise- 
the contract for. bid in the newspaper with the largest circula- 
tion in the area. Administering agencies may require that the 
sponsor submit the entire newspaper page containing the. advettlse- 
ment from each paper "^in which it appears. 

Sponsors may also be require^ to send a. letter announcing the 
contract to, the largest local schoca focJd authority, and to 
submit a copy of this letter to the* administering agency. If 
the* sponsor chooses to send additional letters of announcement, 
a complete list of recipients, together with a copy of the form ' 
letter may be required by the administering agency. * The 
administering agency also may wish \:o require submission of a 
llst'of all companies that requested bid specifications. Adminis- 
tering agencies may want photocopies of all bids received by the 
sponsor. 
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Sponsors shall follow State or local laws t^ardlng Bid openings. 

Regulations require that in the absence of any State or local law» 

all bidders be invited to the opening of the bids, and that 

they be infoirmed of the time and place no j.ess than 5 days 

in advance o'f the event. TbJLs may be-done in the advertlseifent. ' 

A representative of the adminlstef^tng agency may also ■ 

attend the opening. The administering agency should be notified 

at least 14 days prior |p the opening of - the bids of the tine 

and place. ^ ' , 



All bids totaling $100,000 or more ^a^t be sutanitted ^to the _ 
administering agency for approval before, acceptance by the^ ^ 
sponsors. All bids in an aaoiant which exceeds tlie lo^st bid 

2 cents per meal or more must be submitted to 
^the administering agency for approval before ^acceptance. 

The sponsor must make available to the administering agency copies 
• of all bids received and the reason for selecting the f<^od service 
management company chosen.- Contracts liiiy be inade only with re- 
sponsible contractors who liossess the potentl^labllltyi to perform 
successfully under the terms and conditions ot3ie proposed 
contract and are registered with the State. \ 

Sponsors should take man^ factors Into consideration before 
<^ awarding contractus. These include the vendor *s perfdrmance 
in past feeding -oprtatloniB, cost per delivered meal, ability to 
meet all the specifications in the invitation to bid, ability to 
increase or decry^se meal deliveries within a reasonable time 
frame, .proximity of vendor* s preparation facility to sites being 
Sjgyved, use of refrigerated delivery trucks, and ability to metet 
local health and sanitation ijequlrements. Sponsors should also 
consider contracto^ integrity, financial and technl(falf resources, 
and accessibility (to other necessary^ resources. -These are the 
standards admlnlsC^iririg.jgencies use In their evaluatlop of the 
sponsor ' s spilt^lon. - ' 

Awarding Caxitracts ^ , . ^ 

The ''1>lddlng andV^ontractlng #ust conform to the standards 
listed in regulations. ^ These regulations mandate that/ 
administering agencies require the use of a standard con7 
, tract by^all sponi||^s lyider their 'jurisdiction whose mealiS , 
will be provided. bV^ a vendor. T$^e "Sollcltation/Contriict" 



is available from t 
additions by spa 
administering agency.* 




linlsterfii(ig agency. Alteration or 
subje(^ to prior approval of the 
i>ir prograA regulations must 
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be affixed to both the sponsor's and the vendor's copy of , 
the contract to assure that botH are aware of program^ 
requirements-, s ^ 

This standard "Solicitation/Contract". seniles a dua\ purpose 
since it contains all the information a .bidder needs to make ^ 
an offer and also tells him how to submit the actual bid. 
The sponsor must complete certain attachments to the ^ 
"Solicitation/Contract" so that bidders will know exactly" 
what the specif ications' of the bid include. One attach- 
ment is a list of proposed site names, addresses, delivery 
locations, and times. With this information a bidder can 
estimate the cost of delivery and the feasibility of meeting^ 
the sponsor's requireiqents* A jsecond attachment is at least 
a 10~day cycle menu with con5)lfete specifications on types 
and amounts of food desire^r in each unitized meal. The 
sponsors must reject all offers which do not meet specifications. 



.Other 
Contract 
Provisions 




ERIC 



In addition to the provisions of the standard contract 
given above, the sponsor /vendor contract must expressly 
provide that: 

* The jUJxdor will maintain such records ^supported by* 
invokes, receipts,, or other evidence) as the sponsor 
will need to meet program responsibilities and will 

^ * report to the sponsor at the end of eiach month, as a 
minimum. * • . r- ^ 

.* The vendor must have State or local health certi- ^ 
ficatlon for the facility in which it i^s preparing 
meals for use in the program and will ensure that all 
health and sanitation requirements are met at. all tim^s. 

* The vendor must provide for periodic inspection af the meals 
being served by local authorities or independent agencies 
to determine bacteria levels. These levels must conform^to 
•the standards applied to \ other establishments in the area. 
Results of ^hese inspecti^^ns_mjist be submitted directly to 
the administering agency. 

* The vendor must certify that it is familiar with the regula- 
tions attached to the contract. 

* The books and records of the vendor * pertaining to the 
sponsor* s food service operation will be kept for a period 
of 3 years from the date of receipt of final payment. 

These records must be available for inspection and audit by ^ 
representative^ of the administering agenc]j^, of USDA, and of 
the United States General Accou|^ting Office at any reasonable 
time and place. 
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* Unitized joeals will be delivered in accordance with the 
delivery schedule prescribed in the contract. • * 

* Increase^ ^d decreases in the number of meal orders may 
be made by the sponsor as needed within er period of prior ^ 
notice mutually agreed upon. (A mihlmun^ period of 24 hours 
AOtlca la apaclfiad'J^ the standard contract.) 

payment will be made for meals that do not meet' meal 
pattern ifequirements, are spoiled, are delivered to non- 

* approved sites or for meals which are dellyered to 
approved sites outside of the agreed upon delivery time, • 
or otherwise do not meet USDA requirements and meal quality 
standards and food specifications as specified In the^ contract. 

* Remedies for nonperformance are stipulated in each contract. 

* Copies of all contracts between sponsors ar\d vendors* along 
with a certif iqation of independent price determinations 

, must.be submitted to the administering agency prior to the 
beginning of program operation. A sample ^of the certifica- 
tion may be found in section 5. 

* Each vendor entering into a food service contract for over 
$100,000 with a sponsor must obtain a performance .bond in 
an amount determined by' the admlni^ering agency, but no 
less than 10 percent nor more than 25 percent of the value 
of the contract: Sponsors must require the vendor to 
furnish a copy of t;he bond within 10 days of the awarding of 
the contract./ (Vendors must obtain performance bonds from 
surety companies listed ±n the current Department of the 
Treasury Circular 570.) 

A<f€ual participation under a given sponsorship sometimes 
varies from the estimate which appeared/ in the bid specif i- ^ 
^cations, and upon whicfi ^%he cpntj-actor based his bid. A 
sizable discrepancy betweenyestlmated and actual participation 
cot^ld Increase or -decrease the vendor's unit production cost. 

jrefore, there is usually a provision for adjustment of meal 
Jrices to be paid by the sponsor. 

The administering agency itf not responsible 'for the performance 
of either party to -the contract unless it relates to program 
requirements.. Each request 'for an exception to the admlnla^terlng 
agency's standard contract jiust be approved by the admirtlstering 
agency. The vendor and the contractor should understand that 
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the sponsor is responsible for paying vendors for meals delivered 
in accordance with the contract. Administering agencies and USDA 
are not parties to such contracts, and Federal reimbursement is 
based solely upon program performance. 

Delivery and Service at tlie Site 

Sponsors with e3q)erlence in the summer program are aware 
that their job is not over when they sign a contract for 
food service. In 'fact it Is only beginning. Constant 
monitoring of the food service at sites is necessary to 
"insure that meal quality ' remains high and that problems which 
arise during the course of the summer are solved quickly and 
routinely. 

Attendance at sites will probably 'decrease during the summer, 
especially If.thefe is no organized activity at a site 
other than the food service. S^ionsors need to remind site 
supervisors often of their responsibility to report changes 
in site attendance and to take whatever steps are needed to 
adjust meal delivery, up 6r,down. The sponsor may be able to 
anticipate certain fluctuations in attendance (sudi as local- 
events which may interfere with site participation) and make 
arrangements with the vendor in advance. For example, a 
consistent drop on each Friday* could be handled by reducing 
the nuirf>er of meals delivered on that day only. ^ 

If possible, meals can be transferred from a site with , an 
excess to a site with a shortage. Monitors -should be aware of 
procedures for handling excess meals in order to assist site 
supervisors in making transfers or other arrangements.. In 
addition, the delivery schedule must te sm^tured to . 
ei\sure that all meals are delivered wlthltQfl. h^r of 
the meal 'service if there ar^ no adequate storage facilities. 

Sponsors should^dlscuss all sanitation requirements with th^ 
vendor before signing the contract and again during^ the 
operation of the program. Food poisoning, though infre- 
quent, is iserlous. .It is the sponsor* s duty to ensure ^ 

\ that site personnel are trained on the topic of /proper 
sanitation and food handling at their sites. Most 

' vended meals are packaged in such a way as to prevent 
contanifiation. Thus, the greatest danger usually results 
when' meals are held for too long or are under .improper 
temperattire control.- 



Sanitation 
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Site peraonnel should knoir the follgvlng: 

^ Persons vho handle food are rlqulred to wash hands 
thoroiighl^vltb soap and vater before handling food, 
after' visiting the^rest/oom, after coughing, sneezing, 
or bloving nos%p ^d aftfr handling giErbage. Food handlers 

. should keep finget nails' short and clean and.snould wear' 
hair nets when handling or serving, foods. 



Hot foods omst be kept hot (above 140* F) and cold foods 
kept cold (below 45* F) . * Foqda, should not be held :f or ^ 
Qore.rthan 2 to 3 hours at temperatures between 6Q* and 
125* F. apis holding time Includes all pine 'during 
preparatljTO, unrefrlger^tei storage and; transporatat^on, 
and service. Fillings or sandwiches held longer ^outd 
be discarded. ^ 




* T^ontaixilFis^ covers, and opheif barriers should be used to 
' prevent foods from becoming contaminated. 

* Handling foods Quickly helps k^p thea at desirable ten- 
peraturesL^ ^ v * ^ • 

necess^ny, cjild sandwiches may be stored 12 to 24 hours 
at temp«atures under 45* F If allowed by local heaJLth 
authorities. - % ^ ' " . 

* If the sponsor ^^ansports meals to sites, -he should move 
tl>e]a' rapidly apd in Refrigerated trucks. Meals must be ' 
served immediately^ or be refrigerated until served. 

* Meals should never Se stored in direct sunlight or directly 
*dn the ground. ^ 

/ 

Before starting a program, sponsors should plan a system 
for meal service during bad weather or a system to cancel < 
meal service at those sites without adequate facilitles^lo 
deal with inclement yeather. Site personnel must b^ wc^l- 
trained on this aspecC^of their respons^ilitljes. ( 

Sponsors should be aware, throughdut the plam^Ag^tagto 
^and during the summer,* that complete and alf^urate daily 
records at the 'site level are the only ways to document 
program performance aiidf guarantee reli&bursement* " 
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Receipts furnished* by Vendors on the number of meals 
delivered to sites do not by themselves constitute 
evidence for reimbursement. Accurate signed daily reports^ 
by site supervisors which account for all categories 
of meals served are the sole.basi^ for reporting number ' 
of meal's served.' • . ^ 
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Spoasor 
Duties 



Selection of tlie rood Service raclllty 

TUe sponsor must carefully select the food service facility 
to. be' used for onsite preparati^. Regardless of the type' 
of facility selected (school, caaqp, chui^h, conmunity 
building, etc.)> there must be adequate^ space ohd equipment 
available for meal preparation*, and the facility should comply 
vlth local health department codes. 



The responsibilities of the sponsor in selecting 
include : 



sites 



* Visiting all sites to certify that the sites have'they-^ 
capability and the facilities to serve' the anticipajetl ' 
number of chUdretw 



Visiting all sites to ezaoiine the food service equipment 
available. Because of the many variables in sites, it 
is impossible to give, the exact type and quantity of 
equipment that will be needed* Hovever, the chart on 
ttte following page can be used^in determining whether 
or not .equipment available is adequate, provided that 
significant variables (such as menu, number of meals to be 
served,, etc.) in the operation are considered. The 
sponsor should also determine the condition ot equipment 
and who' will be responsible for maintenance and repaive* 

Checking to see that the facility has or can obtaiti the. 
required health department certification. (The local 
health department can assist. In planning for conpliaace 
with all State and local rules and regulations.) 
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Selection of the Food Service^Facility 



Equipnent 




Number of 


Children' 






1 to 50 


51-100 


iO 1-200* / . 


201-300* 


Range 


1 range 


1 range 


- r 

1 range 


2 ranges 




30" domestic 


30-36" coo- 


30-36" com- 


30-36"* Gonanercial 




OR 


mercial 


mercial 


OR 1 range . 




30-36" cotn- 




, (2 if over 


60" or larger 




merdal 




150) ^ 


(2 ovens) , commercial 










> 



Refrigerator 


single section 


double 


double' 


triple section 




domestic (18 qu. 


sect ion 


Section 


commercial reach- in 




ft.) OR conme ra- 


cocmercial 


commercial 


(60-75 cu. ft.) 




cial (20-25 cu. 


reach- in 


reach- in 






ft.) reach- in 


(40-50 cu. 


XAO-50 cu. 


— / 
any size walk- in 




OR any size 


ft.) OR 


ft.) OR any size 






walk- in 


any size 


walk- in 








walk- in 






4 

Freezer 


same as above 


same as above 


same as above 
. f 


same as above ' 


Mixer w/ 










Attachments 




lo quart 






(veg. slicer. 


10 quart 


20 quart 


20 quart ^ 


neat & food 










chopper) 











Work Tables 



'4i ^ I ■ 

(Allow 4 1 table ^ 1 table 1 table , 2 tables / 

linear ft. -6 - 8 ft. * 6 - 8 ft. 6 - 8 ft. '6-8 ft. 

per Worker) . - * 

Countertops ^an serve as worktables • ' ^ - 

Sinks 1 sink 1 sink 1 sink ' 1 sink 

3 compartments ,3 compartments 3 compartments^ 3» compartmerits 

. 1 . , , , 

Dishwasher > 1 surge tank 1 single tank 

' ' ^ - door 

^ . . • ' 1 sing^.e tank 

door 



*If the site will serve over 100,. some of the following pieces of equipment should 

be used^to supplement the ^minimum amounts listed above*: 

Manually operated electric food -slicer IJot food holding cabinets 

Steam- jacketedl kettle ^ Convection oven 

Steamer, Tilting braising pan 

.^ep^ fat fryer * . >^ , ^ •>«. ^ * 

o • . - 



Selection and Training of Personnel 



Staffing 
. Pattern 




Hiring 



Training 
Outline^ 



Selection and Training of Personnel 

The first step in selecting food prepar^ition personnel for the 
program Is to determine hovr laahy people will be needed. The 
following schedule was develpped as a gul^e in staffing a 
program serving lunch and snacks. A range of hours Is giyen 
to indicate variations In the skill of the food preparation 
personnel and extent of the use of convenience foods. If 
breakfast is served, add 1 hour ^ laboX for each 50 breakr 
fasts served. If supper is served, add 4 'hours of labor for 
each 50 suppers served. 



Number of Meals 

'Up to 50 
51 to 100 

' 101 to 200 




Hours Staffing 
of Labor Exaayles 

6-8 1 full-time employee ^ 

'8-10 1 full-time eaq[>loyee , 

1 part-time 'en^loyee 
(optional) 

16-20 2 full-time eteploy^es 

1 part-time enqpiloyee 
(optional) 

24 - 30 3 full-time employees 

1 part-time employee 

(optional) • 
• f 



sec^on 1, under "Program Planning,"' for additional . ' 
information on staffing patterns.) 

Note: *Fewer labor hours may be needed for snacks 
than for other meal types. 

After de^^rMning the number of staff needed, the sponsor 
can-begi^ hiring people based on their food setvice skills 
and experience, and their health. The type and amount of 
experience needed will vary with the duties to be performed. 
'However, all food ^service workers should meet the health 
standards, set by local and State iiealth authorities and 
be physically eq^al to the often strenuous job of food 
preparation and service. The sponsor can also use qua]i#fied 
volunteer personnel i/hen they are available.^ 



After all food service personnel JKave been selected, it will 
be necessary to train them as to program operations. They 
should be informed of their responsibilities fbr maintain- 
ing necessary records and meeting, meal requirements. General 
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personnel practlceaip such as hours of .eiiq>}.oyiietit, proper ^ 
food service techniques, the necessity for veering clean ^ 
clothing, and requirements for hair restraints, should he 
Included in^the training as w^l as nenu planning, food storing, 
purchasing, preparing, and serving. 

The. information in this section should be used as guidance 
for training sessions. Sponsors may find it helpful to 
duplicate the following materials from section 5. 

* Serving size and yield fojr selected fruits and 

f vegetables ^ 

* Food sources for vitamin A^ vitamin C, and iron 

* Acceptable bread and bread equivalents 

* Inventory form 

^Daily menu an^ production worksheet 

* Sample menus /'. ' . 

Pe^rsonnel from the administering agency are available ^on ' 
request^f the sponsor wants more assistance in tralnitlg its 
persondiel. In addition, many local organizations can provide 
needed^ssistance. « • ' 



Menu l^lanning 



Menus for 'the Sumner Food Service Program for Children must 
be planned to include the kinds and {(mounts of fQods required 
by the regulations. These requirements are outlined in' 
section 2, - 

Creative menu planning calls for originality and ixnaginatioti. 
The menu should be planned for the children* Incorporating foods 
from their ethnic and cultural backgrounds and other foods which ^ 
are usually acceptable to children. 

Menus should be planned in advance-72 we^s to a month ahead 
of the time they are to be seryed. ' Advance planning is 
importtot as^k Basis for food purchasing, cost control, and 
scheduling food preparation. Menus should be recorded on a 
Worksheet* designed for that purpose and suited to Individual 
needs. The quantity producttUn records can be kept on the 
same worksheets • ^ . 
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Cycle isetiutj^ can provide savings in time and money, and good 
^^ianagenent control. A cVcle of menus is a series of carefully 
planned menus, /used and rp^eated in the same order for ^ 
a' definite period of time. ^TKe cycle does not always have to 
' begin on- the fifsbvday of the week and menus do not hav^ to 
fall on the same day each week. A cycle of 11 days of 
breakfast, snack, and lunch or supper m^nus has been included 
, Jbi section 5. 

Variety is thei key to appetizing meals. The food served 
should have variety in form\cooked and raw)^ size and 
shape (round, sticks, cubed, etc.), color, tScture (crisp 
^and soft)^and flavor (strong or mild, sweet or sour). 
Foods, in forms children can manage easily, such as foods 
they can pick up with their fingers (vegetable sticks or 
wedges of fresh fruit) are best with young children. 

Foods with contrafsting colors, like the natural red, 
green, and orange colors of fruits? and vegetables, ad^ eye 
appeal. Colorful foods should^ be used in combin^ation with 
those of little color. Mashed potatoes, green beans ^ carrot 
sticks, and tomato wedges make an iipp&ling color combination. 
Xhese combinations of foods, however, should be those most 
acceptable to children. Other things to consider include ^ 
color in the foods themiselves and as a* garnish; texture - 
soft , crisp or firm textured foods; shape- dif ferent sized 
pieces and shapes of ^od; flavor - bland and tart or mild^ 
and'^ strong flavored foods; temperature - hot^ and cold foods. 

» ^elow are some tips to help the menu planner: 

. * Plan special menus lor nationaX holidays, children's 
birthdays, and other special days at the site, if 
^ possible. » ^ 

V. * Plan to use foods in season., Mbfet fresh fruits and vegetables 
are plentiful during summer months and may be more economicfal 
to serve at this time of year. 

.* Consider regional, cultural, and 'T)er9onal food preferences of 
children when planning menus. 

\ • 

*^^8e sure menus do not reflect personal food preferences of 
the menu planner! 

Plan meals that can be prepared by the employees in the 
allowed time* 

* Plan meals that can be prepared and served with available 
facilities and equipment. 
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ning 



A good aenu planner vUl afvold the following: ^ 

* Serving the same food on consecutive days; fqgf exa2q>le, ground 
beef In inettloaf on Monday qfid In "Sloppy 'Joes" on Tuesday. 

* Serving the same food on the same day of the week. Every ' 
Monday should not be "soup and sandwich" day and every * 
Friday* should not be "fish day." 

* Preparing two foods In the same way In th^ same oieal. 

* Pi^eparlng foods In the same way each time they are. served* 

<k>od menu planning goes beyond the listing of specific 
foods to be Included dally. Recipes to be used, food 
costs, facilities, and personnel must be carefully con- * 
sldered In the planning process* Here are* the steps 
Involved In menu planning: 

1. Select the specific recipes to be used In^ preparing 
the menu Items apd determine the serving size to be 
offered. Estimate the -number of meals to prepare and ^ 
adjust the recipes to provide the number of servings 
needed* 

'2. Calculate the amount of food required for the total 
number of meals to be served. 

^ 3. Estimate the total food cost of each menu Item. ^ ^ ^ 

4* Calculate how much«lt costs to serve the foods as^ 
a single menu Item or In a recipe. Estimates based on 
cost of the main Ingredients, not. counting cost of 
seasonings, are accural^e enough, for .planning purposes. 
Ccnapare. the estimated cbst of the menu with the food 
budget I If this cost Is too high for the food budget, 
some of the foods In the menu should be replaced .by less * 
expensive ones. ' v ' • * 

5. From calculated amounts of foods needed to prepare 
menus* determine quantities of food to be Issued from 
the storer<)om and/or to be purchased. 

6. Schedule production time and develop wd^ schedules. 
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Food Purfjliasing 



Evaltiatlng 
Menus " * ' 



A 



Introduction 



Careful systematlcL planning of ncnus-^-well In advance — is 
a key to good management. The following checklist can be 
used to 'evaluate menus before their preparation* 



Check Sheet for Evaluating the Menus 
1. Are all required components 
of the meal included? 



2. 



3. 




5. 
6. 
7. 
8. 



Yes 



No 



Are serving sizes sufficient for ^ 
the age of the children? 

Are other foods Included to help 
meet the nutritional needs of boys 
and girls and to' satisfy appetites? 



Are the combinations of foods 
pleasing and acceptable to children? 

Do meals include a good balance ^ 
color, texture, shape » flavor and 
temperaturfe? 

Are foods high in vitamin A, 
vitamin C and iron offered 
frequently? 

Have children's cultural and^ 
ethnic practices been 
considered? * ^ 

Are foods varied from day to day, 
week to week? 

Are diffeijent kinds or forms of 
food^ (fresh, canned, dried) 
included? 



10. Are seasonal foods included? 
Food Purcliasing ^ 

Getting the most for the food dollar tdkes careful plaiinlng 
and buying experience.* Careful use of food buying power will 
not only help control food cost but also reduce waste and help 
upgrade the quality of meals « Success in fodfrbuying means 
getting , foods of ♦ good quality In the proper quantities at 'the 
be^t possible prices. Quantities to buy depend on the number 
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of ctiildren eating at the site, the menus afid recli>«s U8ed> 
the amount and kind of borage space available, inventory on 
hand, perlfld^bility of the food, and. length of tine the order 
is to cover. / * ' 

In deciding where to buy foods, th^ sponsor should do 
the following things:' 

^ Check the food companies (distributors) in the area^^ 
to decide which offer foods that are used frequently, 

* which offer the service required (pronq)t and frequent 
'delivery, credit, discounts), which of fer 'quality food 
at a reasonable price. ^ 

* Buy from suppliers that provide the best quality tqod*- 
at the most reasonable prices. « 

* Follotw a strict code of business ethics 'when purchasing 
foods for the program. Know what the fOod suppliers 
eacpect, and let them know what is expected of them. 

How the food is to be u^ed determines the form and quality 
th^t 'should be bought. , The sponsor needs to consider the 
product* s style, size, ♦count, container, and packing mediyi^; 
The label tells what the product is. It should be insp«t- 
ed before purchase arid upon delivery. Whenever possible, the 
sponsor should purchase foods^that are federally graded. 

Here ^re' some addition^ tips to help the sponsor -decide what 
to buy: ^ * ' ' - ¥ 

* Buy federally inspected meats and poultry. • 

* Purchase only pasteurized Grade A milk and milk products. 
'* Purchase federally inspected seafoods whenever" possible. ' 

* Purchase bread and bread products that are properly 
wrapped or kept, in paper lined containers with covers 
to keep bread an^'bread products fresh and wholesome. 

* ]?urchase frozen foods that have been kept hard frozen. 

Do not accept delivery on fi;ozen foods that are, or have » 
been, thawed or partially thawed. 

* ?uK.ch/ase perishable foods that have been kept under ^ 
refrigeration. 

5 • 
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The ap^naor should proivlde the distributor vlth clear . 
standards for each food Item ordered. Once the order 
la received, the sponsor needs to check to see that 
the food meets the standards and Is In good condition. 

To determine h^ much tk buy, the sponsor must calculate 
the quantities of food needed ^o serve the children eating . 
atrthe- site.. The publication, "Food Buying Guide — Type A 
School Lunches," has been especially designed to help In 
determining quaat'ltles of « food to purchase for preparing 
meals' for 10-to-12~year^old children. The^'Tgod Buying 
Guide for Child Care Centers" contains similar Information for 
younger IThildren. These publications and a new publication 
called Purchasing Pointers, which are available ^rom 
the administering agency, would help those purchasing food for 
the Suiilner Food Service Program. By considering the number 
of servlng's per pound or per can for each item to be purchased, 
the sponsor can^ select the most suitable amount. He must keep 
in mind, however, 'the sise of his storage facilities and buy« 
^ only quantities that can be stored properly. 

The -following guidelines can help the ^sponsor decide when 
to buy each type of , food. Bread and milk should >e purchased 
daily. Perishable foods, such as meat, fish, poultry, and afresh 
and frozen product^ should be purchased for dally delivery, or 
if storage space is* sufficient, two deliveries a^*week may be 
ade£iuate.<^^^6nned>^ods and staple groceries may be purchlkec^ 
monthly, or twice mokthly^ depending on. storage space. 

To keep accurate records, -the sponsor should r'^ord the date 
the f09dM/as ordered^ the dalie it was repeivedr, its condition . 
on arrlvn, .the price paid, and when and how much was used.' 
These records be llihelp in planning future purchases and 
menus . ' ^ * , * 

» ' 

Food Storage 

- > * • . V ; 

. Good storage facilities, both dry and refrigerated, help keep 
foods safe, wholesome, md appetizing. Food products must be 
in excellent condition when tAiey'' arrive at the receiving area 
and m&intalned in that« condition until they are prepared and 
served^ Sponsors who accept USDA*-donated foods alyo accept 
the re^typnsiblllty to handle and store them correctly. Fall** 
ure to d6 • so* may result in either* the withholding of further-^ 
donations or the requiring of restitution for foods that are 

' lost or spoiled or both. F^od losses from deterioration and 
Infestation by Insects and rodents can be coiitroll^d with 
preventive . measures • r * 
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Food Preparation 



for Proper 
Storage, 



Aaounts to 
Prepare 



Gal^elinM for th«. propar storage of food ineluda: 

* EzMlnlng all food tqion delivery to be eure it le 
not spoiled, dirty, or ineect Infeeted. Do not 
accept or .uae bulged or unlabeled cana. Do «et 

accept frozen fooda that have started to their. 

* Storing all food off the floor on clean racka, dollies, 
or other clean surfaces. Pallets and dollies ihould 
be at least) 6 inchtis off the floor to D^nit cleaning 
under them. " 



* Storing^^ipod^^a^^roper^ temperatures immediately upon 
delivery (O* F or below for freezer storage, .36 -45 * F 

for refrigerated storage, .and 50 -70* F for dry storage.) . ^ 

* Keeping foods covered while in storage. 

* Keeping storage rooms clean, sanitary^ and free from 
rodent infestation. 

J^-JProtectlgag foods such as flours, cardials, commeal, 
sugar, dry beans, ^d dry peas from rodents^nd 
insect's by storing them* in tightly covered detainers. 

* Using foods on a "first in, first out" basis by storing 
foods, 80 older supplies will be used first. 

Vood Preparation ^ * 

Serving acceptable -and nutritious foods depends not only on 
good planning, selection, and storage, but alao on-^p reparation. 
The first concern for food preparation pers^onnel is. to determine 
how much food to prepare. This is done .by examining ^the laenu 
(which shows the kinds of foods to prepare and the serving size 
of each), determining the total number of children to be served, 
using standardized recliyes, and bjBcoming famlllar^Vith food 
yields' Chow many serving of what 'size a particular anount of 
food will provide). Thi "Food Buying Guide for Type A School 
Litoches" is available from administering agencies and provides 
a listing of food yields, helpful in computing the amounts of 
food t;o prei/are. In addition, section 5 of this handbook 
provides information on serving size and yield of selected 
fruAs and vegetables. Sponsors which prepare food onsite 
ahouM maintain daily food production records to document 
that sufficient types and quantities of food w^re prepared 
to meet USDA requirements, for the number of meals claimed 
for reimbursement-. A sample worksheet is included In 
section 5. 
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Standardized recipes should be used whenever possible to help 
detemine the amoj^ts of food required to prepare for a partic- 
ular nuBBber of servings. Such recipes should.be folloire& care-* 
" fully. to produce consistent results. Quantity recipes are avail- 
able from many sources, ^including administering agencies. 

Sanitation is one of the most important aspects of good food 
service. Food workers can help prevent food contamination 
and can keep harmful ^bacteria out of foo#'by: 

* Washing hands thoroughly with soap and water before 
handling food or utensils. Repeat after each visit 
to the restroom. - ^ •> . 

*' ' ^ 

* Meeting health standards set by State and local health 
authorit ies . ' . 

* Not allowing food service workers with cutst sores, 
colds, or other comaunicable diseases to prepare or 
serve food. 

^^ashiiig hands, utensils, and work sui^faces ^orou^hly 
yaft#r contact with raw eggs, fish, meats, and poultry. 

^ Wearing clean, uniforms and hair restraints. 

* Properly cleaning and sanitizing eating apd cooking utensils 
and eqtiipment. * A. . 

* Not touching surfaces on which food is served or , » , 
. surfaces which come in contact with the loouth'. 

* Not using cracked ot chipped utensils and dishes. 

* Thoroughly washing all raw fruits fi^d vegetables before 
cooking or serviifg. ^ 

* Thoroughly cooking meats such as pork or poultry, foods con- 
taining eggs, and stuffings. 



* Preparing sandwiches ig^d salads from chilled ingredients 
with a minimum of ijaanual contact. 



"1 



* Using sh&llow paHs for h'/eatlng or cooking food so it will 
heat or cool quickly. ^ ' 
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* Keeping hot fooda at tenperatureA abo^e 140* F im^l 



* Keeping cold foods covered an(%^refrigerated at 45* F dr/ 
lower until scrVed. - ^ 

Vood IsAMFvice and Cl^eiijip 

To be relnbOr^able under the mH)graia, neals must be served 
as a unit vhlch'contalnd all /o£ the, required food Itens In 
the proper amounts* This Is true whether food Is setved 
cafeteria or family style* Serving ut^ensUs which assist In 
measuring foods as they are served are usefiil In, meeting ^* 
these requirements^ (e*g* , a #16 Ice^ cream scoop makes a 
1/4-cup serving). Additionally, fob^ service, personnel ^ 
should' be trained to recognize proper portion sizes. A 
sample plate* containing proper .amounts and the most , 
appealing arrcuigements of foods can' be used as a guide In 
portldhlng servings. Not only &an the sample serve as a 
tralnlng'^' vel)lcle', but It may also be used on the serving 
line when feasible. 

Family-style service presents unique problems requiring 
special training fdr site personnel. Site and sponsc^r 
personnel must 'carefully monitor ^rally-style service % 
to see that^ the meals served meet program requirements 
and that serving personnel* receive necessary foll^qpfap 
training. It Is especially important In^famlly-style 
service to provide appropriate serving tools^whlch allow < 
for the proper portioning of food while minimizing' manuaK^^/^ 
contact with food. 

Even when food Is ready to serve, efforts to ^retain food 
quality and avoid food contaxalnatlon mist be continued. 
In suiamary, the followliig polij^s should be^re^entbered: 

* Foods xe^^ to serve loust not-«^tand at noom temperature *- 
longer than 1 hour. ^ - * , , . ^ 

* Foods must be maintained at correct tjempe^t ores before 
and during service. * i ' 

* Suitable utensils should be used to reduce manua^ contact:, 
with plastic gloves being used when fbod must be serveii 
by hand^ 

* Meals must be served as a unit with only one meal being 
served per child. 



* An. accurate count of the number of children and adults 



served must be maintained. 
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Careful attention must be' given to cleaning up fallowing 
food preparation and service. If * disposable vare is used,^ 
(dishes, trays, utcnalls, glasses, etc. ). the main concern 
is the prompt and careful removal of the dlsposajbles from 
the site. However, if permanent ware is used, proper 
cletaing and sanitizing is necessary. 

V 

Whether washing dishes by hand or by machine, the procedures 
ar^ the same. They Include, as a mlnliaum, the following: 

1. Scraping -and prerinsing before washing. 

2. Washing in hot water (100* to 120"* F if washing by hand, . 
140* F if washing by machine). 

/ ^ • 

3. Rinsing with clear, hot water.. 

4. Sanitizing with a final rinse 6f at least 18t5* F or a final 
rinse containing a |chemlcal sanitizing agent. 

.5.^ Air drying on a clean dish table. ^ 

6. Storing in -a clean area, protected from contamination. 

In additlOTi to the cleanup of disposalj^e or permantot ware, 
it is necessary to properly clean and sanitize, food service 
facilities (equipment, floors, etc.). A cleaning schedule 
should be part of the overall work schedule, to .assure that 
cleaning is^ done regularly. , 
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In order to receive relfldbursenent from USQA f9r meals* served 
under the^ prograii, the sponsor Hust tflCUitain sufficient jc^cords 
to st|bstantiate costs claimed. The sponsor may, elect to^ claim 
payment for all or any part of net -program costs (cost of 
food used, direct labor costs for food service, certain costs 
for facilities^ costs of supplies received, and administrative 
costs as justified). Cq^lete records must support the costs 
claimed. Section 2 o^ this handbook addresses recordkeeping 
requirement «^d provides information on allowable costs. 
Additional Ridance can lie obtained from administering agencies* 



Thejiata necessary for computing the cost of food^xised, often 
the most stib stent ^1 element of cost. Is more extensive when 
food is prepared floid served onsite. Records maintained to 
suj^port the cost food used should' include as a minimum: 



Recordkeeping 
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Inventory 



Unused Food 



* Receiving repvts/ ' ^ * 

* Purchasing invoices. 

* Records of any returns, discounts, or othBr 
credits not reflected on purchase invoices.- 

* Inventory records that show J;he kinds of -food 
items on hand at the end of a/period, the quantity ' 
of each item, the dollar value assigned td each 

item, and the total value* ol* the inventory. ^ 

* Records of major inventory adjustments showing the 
same kinds of information as inventory records. 

* Records of quantities used in the preparation of meals. 

* Menu records for all meals served. 

A sample inventory form has been provided in section 5. A 
form such as this should be used to list all' food items and 
to det^TQlne the "total value of all items on hand at the end 

. of each morfrtrof^ operation. Incoming invoices should be Used 
to determine the unit cost per item. After taking a physical 
count of each item on hand, multiply this number by the unit 

•^^Qfit to get the total inventory value for each' item. Adding 
the total inventory values for all items will then provide 
the val|ie of the entire inventory, or the "ending Inventory." 

If there fs' stock on hand at thje beginning lof program \ 
operations, it should be inventoc:^ed and listed as 
"beginning inventory." Beginning "Inventory of a given 
period is the same as the ending inventory of thel|pre- 
cediitg period. "Cost of .^'food used" is, in its simplest 
form, beginning inventory, plus food received^ less ^ - 

ending inventory. Sponsors mttst' report the cost of 
food dsed, not the cost of all food purchased. . * * 

Food purchased but not used for the program cannot be ' 
claimed for reimburseio^t. Careful planning and ordering, 
especially' towards. the close of program operationls, is 
essential. t Disposition of leftovers is to be determined 
-by the sponsor. . USDA commodities are issued for use only 
for the durat4.on of the program. The comiaodlty distributing 
agency must be contacted for proper disposition of unused 
cdmmodites at the end of the p];ogram. 
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d name 



Site address 



Site plfone number _^ 

Person to contact for use of site 



Type ofy 3±te: 

Recreation Center_ 
S choc l_v_^^_^^__^^__ 
Church 



Playground_ 



. Residential Cainp_ 

Playstreet 

Other ' 



'Settlement House 



Estimated' number of children the Site could serve:_ 
Estimated number of needy children in area: 



Estimated' number of supervisory personnel needed to adequately 
control the ofood service: [ . 



Is another site needed in this area?_ 



Are the present facilities adequate for an organized. meal 



serviced 



If not, comments: 



T 



Does site have: 
Shelter ' (inclement we^ther)_ 



Re f r i g era t'i»on_ 



Cooking facilities (if applicable)_ 



Telephoi;ie_ 



Place to store prepared or delivered food 



r 



Place to stdre records at site 



(i_L 



What types of organized activities are possible at this 
site? ■ y_ , 



\ 
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, Letter of Engagement 



Sample Engage- 
ment Letter 



0 





Dear IJ^", 



This letter will confirm the verbal understanding 'as to our 
examination of your claims for Federal reimbursement for your 
summer 1978 operations under the Simmer Food Service Program 
for Children. We realize that this understanding is . oontiifgent 
upon your approval as a sponsor in the program. 

Our examination will be conducted in accordance with standards 
developed by .the U.S. General Accounting Office for audits of 
governmental programs. In order to provide a sound basis for 
the e:5pres&ion of our opinion on the fairness of your^ claims 
for, Federal reimbursetoent , the examination will include: 

1) A itudy and evaluation of the system of 
InWrnal^ontrol to include visits to a' 
representative, sample of sites selected on 
a random basis to determine compliance with 
program regulations. ' ^ * ' 'v 

^ 2) Tests and procedures prescribed in the' 

U.S. Department of Agriculture Audit Guide 
^. for 'sponsors, of the Summer Food Service 
, ^ ^ Prog;ram for Children. (Audit Guide 8270.6) 

3) Preparation of an audit rep^ort suitable for 
submission with your final claim for Federal 
* reimbursement . 

/ • 

We will prepare a management letter within the first 2 weeks 
of coraraenceraent of program operations to evaluate internal 
' control procedures. ' Recommendations and operations observa- ^ 
tions concerning these controls will ^e stated at that time 
and^a copy of the letter will be submitted to you and your 
administe,ring agency. ^ v« * ^ < , 

Our examination \Jill evaluate the fairness' of your claims 
for Federal reimbursement, but it is not designed- to un- . 
cover fraud or n^isappro'priation of funds, although if such 
irregularities do- exist, t^he examination Tnay disclose them» 
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Our fees for this examination will be "contingent upon the 
actual man-hours spent by our staff m^bers at the going 
rates for comparable services, as shown below. 



Range 



FROM 



TO 



Junior Accountants 

Semi-seniot Accountants 

Senior Accountants 

Managers 

Principles 

Junior Partners 

Senior Partners 



Reasonable expenses . incurred by us in the performance of the 
audit including, but ngt limited to, trayel, typing, postage, 
printing, etc, , shall be billed to you. 

In order for u^ to work as efficiently as possible, it is 
understood that your staff will maintain the basic accounting 
records, including site supervisory reports, summary of site 
reports, and documentation tcisupport administrative expenses. 

It is also understood that for a period of 3 years after the 
audit the work papers of our auditing firm will b*e*made available 
for Qual^y Peer Reviews ^by the United States Department of 
Agriculture. - • . ' ' 

Our examination shall be completed and our report: submitted 
to you by ' 1978; * > 



Si 



ely. 



Accepted by^ 
Dat e 

- / 
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Sponsor/Site Agreement 



Name of site 



Address of site 



Administrator in c 



Tel^^one_ 




The person named ^bove agrees to: * 

1. Serve mfeals to children IS^years of age ^nd under (or ' 
persons over 18 years of age if they are mentally or 
physically^handicapped and participating in a public 
school program for the mentally. or physically handicapped). 

2» Serve meals which.^meet the minimum nutifitional requirements ♦ 

3. Provide adequate supervision during the meal, service. 

4. Maintain anji submit on a timely ^basis such reports and 
records as required by the sponsor. ' ^ ^ 

5. Report to the sponsor any changes in the number of meals 
required as attendance fluctuates. • 

6» ' Reports any other problems in regard to the meal service. 

/ - ■■ - . • 

Sfgned: ^ \ ' 
Administrator ^ , ^ ^ 



Sponsor Representative_ 
Date ^ 



7C 
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Application for Participation 



FORM AgPtrOVEO QMB NO 4CUR>S— 



U $. OCPARTMCHT^Of ACmCULTURC 
rOOO ANO NUTRiT ON »CWVlCC 



AFPUCATION FOR PARTICIPATION 
(SUMMKR FOOD SVRVICV PWOOfVAM FOM CHIUORCN) 



INSTRUCTtOl^lS. €om^t9 ttt ^licaf, $w^t atigimt mttl^ m ortflmal Form FNSSI'I . 
Sue Information IWr. /or eacA te^tiUti mH^ ai^ fpr $9ch notion (if fciorf than one m 
oHemS) wftKh will be adtnitttatettii •y Appticont. ft Wort- Hp(iCf> is fiecdcd, ccmt 'mvv 
on a plain sheet of p/tper, numbering eac/i item Typv o0^pr\nt cft-orty iff mforfivtion ' 



FOR FNS USE ONLY 

I AGREEMENT NUMBER 



2 NAME AnO mailing AODRESS OF A pp lICA N T/SPOnSOR) » 



TEUCPHONE MUMBEB AC 



4 iS ApPl»CAnT X PUBLIC ENT.ty' ^If "NO" oitach a coPy fhe Icit^ from IRS do<.urr*?niinfi f«x eJtem/« sialui^J 



Attach copy) 



the Icit^ f 



s ZoES appliCant.participate in any Other programs punoeo sy^^t^e fooo ano nutr't on service' 

QJ NO Q YES'Specr^K) 

, »A DOCS APPLICANT PART'CiPATE In ANY OTmER PROGRAMS FUNOEO BY TmE FEDERAL GOVERNMENT' 

YES 'Spec,'./ ^ ^ 



6 iS APPLICANT PLANNING TO USE SCmOOL ^000 SER^.CE FACILITIES FOR THE PREPARATION OF 
_9uch Isciiitica'i ^ 

YES n NO (Dcacnbc) j 



□ 



^M^At^' 'ft 



"NO" describe yout cffotis to utitite 



6A iS TmE food to be prepared ATA uOCAtiOn Other than the FOOQ service sites* at ' yes' ti^t focMtion ol food pr«p»nHion stiefa) ) ^ 

NO YES (Specify) 

7 ARE YOU PLANNING TO CONTRACT WITH A FOOD SERVICE MA N AGEME N T .COMP A N Y FCJR THE PREPARATION OF UNiTlZEO MEaLS' 

□ ^ ^ r~~^ <lf "YES '. snd the contra*,! wttl exceed >'0 OUO mttmch a copy of the wording to be used in lh« aummmry ol your tnvtlstion to 

^ J bid ihe planned dote trtd plsi,e of publication, and tht planned dote and Place of opening of the bids ) 

6 (F PROGRAM PAYMENTS UNDER YOUR AGREEMENT WILL EXCEEO S50 000 A TTACH A COPY OF YOUR: 
A LETTER OF Engagement FROM 4jCERTlFiED PUBLIC ACCOUNTANT ' , 

B SERVICE INSTITUTION ORGa N J 2 A Tr©^CH ARX INCLUDING OFFICERS AnD OiRECTORS WITH NAMES (idennly the Admintntrmtor named in Item 3) 

9 If'applyinG Under the C9NTINUOUS school calendar prow Si on give OatES of vacation fc>ERiODS '^Coniinuous school calendar nwann a 
situation in which all or part of the school ^ siitident body 01 districi are on vacation lor periods ol I S oi'more ^.oniinuout ^chctol days during the peiiod October 
thru April) 

. ^ * ■ 

to Did The applican t pa rticipate in any PRiOR year s summer food service program' '/^ YES' give agreement number Irom lasi yrai ) 

P I NO {'I yES (Agreemen^Number> ^ ^ 

11 DID ANY OF THE APPLICANT S PERSONNEL OR OFFICERS NAMED IN iT^ IZ^BElO* WORK FOR A SUMMER FOOD SERVICE PROGRAM SPOnSOR OR 
VENDOR IN PR'OR YEARS? 1'/^ " VES". ^ive name jfirf «drfie<>< of :*pon^„t, v lulm ' ^ , ' * ^ 



□ 



• □ 



YES (Namr^ jnd Addi»^a) 



i 



«2 DOES THE APPLICANT PROVIDE An ON GOiNG YEAR-POUND SERVICE TO THE COMMUNITY THAT WOULD BE SERVED BY ThE SUMMER FOOD 
SERVt<tE PpOGRAM? (ti "YES , describe ihe naluie of Ihe ttttvice the date it wai inainuied, and the average numbci of paid and volunteer woikerx dunng 
the ait montha preceding thut application ) - 



-'V. 



r 



13 OATES OF OPERATiOf/ 
FROM 



4 NUiufBER 0^ DAYS 0^ 
OPERATION 



15 ^fUMBER OF SiTES 



16 AVERAGE«DA|LY PARTlCl. 

patiOn 



No P*rticipoti«ft moy b« authof>s«d unWAi 0 compl«t«/ ApplicotiOft hoi b««n f«c«iv«d (7 C F R 225) 
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Application for Participation 



POMM FNSai 



17 LIST SPONSOR LevCt PeRtONNeL MHO WILL •€ INVOLveO IN A DMINISTe N>NC TMB SuMMCR roOO SENVICC f»IIOGNAM «<f. pvr*OMMf ih9iM k^iltl^iT 



J ^ TITLl PF IK>9lTION 

• A) 


NUM»C« 

OP 

^CNSONNCl. 

IN THAT 


NO or 

D*V EACH 
ICMPLOYCe 
NOiCATCO 
•N COL O 

ON PNOO 


SALAN Y 
PCN MOUN 

or Vnp«<<i 

(01 


TOTAL 
SALARY 

PNOONAM 

(Ct 


SOURCC 

OF Funds > 

INCIM. 
BUNSC. 

mCnt 

C CTA 

^' CTC • 


spEoric FooD.senvice duties 


1 1 

DATES OF 
EMPLOYMENT 
IN THIS YEAR'S 
PROORAM ^ 

IH) 








s 










* * — — 






s 


's 








• 






s 






- -1 










s 


s 








f 






s 


s >^ 














s 


• 

s 












r 


s 


s 








^ ^_ 






s 


*$ 


«4 












* 

s 


s 


/ 


\ 



A NAME or PERSON RCSPONSISLE FOR CONDUCTING TRAiNtNO SESSIONS ON 

PttOGRAM REOUtREMCNTS ° 

m ' 


e NUMBER OF SPONSOR PERSONNEL TO RECEIVE TRAINING 

I 


C «4UMSER Of SITE PERSONNEL TO RECEWC TRAINING ^ 

* 


D DATES OF 


rRAINING SESSIONS 


E OUTLINt i>F TOPICS TO at COVERED ^ 
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Application for Participation 



ERIC 



Ti OUTLINE YOUR SCHEDULE 
OPERATION And 



?HEDUL^^RVi^7t7 
REVlJJINO ^L 



NO ALL Sites listed on the site information sheets (FORM FMS^I.1) puRlNO THE FIRST WEEK OF 
S(TES DURING THE FiRST FOUR »JEE kS OF OPERA TiON ^f/ \ftui.c ts needed, •tUch Hh«*t(m).) 



PROPOSED Summer FEEDi_MC administrative budget ESTjmATJE *LL costs for WH Ch you plan to ^I^^^M^R^I^^JOURSEMEnT from USD* 
All SUCH COSTS MUST BE DOCUMENTED . ^ 



A ESTIMATED OPERATIONAL COSTS * 


e ♦estimated aominiStrative costs 


1 

FOOO 1 * 

[ 


MAMACEMENT SALARIES ^^^^^ 


* 


LASOM 


J 


MONITOflINC SALARIES 




NON-FOOD Supplies 


% 


CLERICAL SALARIES ' 




UTILITIES 


s 


RENTAL OF OFFICE SPACE ' 




RENT ^ 




UTILITIES 




RENTAL OF EOtilPMNT 

1 


s 


OFFICE SUPPLIES * 


4 


\se. ALLOWANCE ON EOuiPMtMT 
• 




OFFICE eulLOINC MAINTENANCE 




OTHER (Specify) 


s ^ 


USUALLOWANce * 
'FURNITURE AMO FIXTURES 




, TOTAL ^ 

y 




AUOIT FEES 




c , 

ESTIMATEO CRANO TOTAL ^ 
'Tota; Pfo4ftt Co*i - Sum <>/ A and 8) ^ 


LEGAL FEES ^ 




TRAN$(»0RrAT10N 


i 


t , ' ~ 

O -JPrtE APPLICANT REQUESTS START UP PAYMENTS 

n 

NO \ ' ' 


COMMUNICATION ^ 


y z 


E THE APPLICANT REOuESTS AOVAnCE PAyiAnTS 

CI ^ES 

NO , 


OTHER fSpectiy) 


> 


TOTAL ^ 




1 ran fn$ use only 

frOTAt tUDCCT AMOlM^PPKOVCD » 


'A'PRO-KATED IF APPLlCAftLC, PLEASE INDICATE 



2t SHOW PROJE^EO INCOME FROM ALL SOyRCtS OTHER THAN USOA lOENTIFY EXACTLY FOR WHAT COSTS T»MIS INCOME WILL BE USED (Atfch tddtUon^l .ft««/», 
It n»emmt»t9) ^^^^ * f • ^ '< 



INCOME 

iounct 


^f^lCOME j 

am6unt 


ocscr'i^e the costs for which this income will be used 


■ • V , 


^ — 


_^ — • — ■■ ^ — ^ ^ — ^ 






. ■ A 






s 


* 




% \ ' 
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Application for Participation 



«22" QCFINC YOU^ PROCEDURE FOR COLLECTING INFORMATION ON THE OAJLY NUMBER OP MEALS SERVED TO THE CHILDREN THE OAiLY NUMiCR 
OF ME A US SERVED TO ADULT ilTC PERSON^i^ AnO THE NUMBER OF HOUf S WORKED BY SITE PERSONNEL (II hbor coatu wtll bt cl»im^) FROM 
MCM tiTC IMCU^OK lA) ThK FREQUENCY OF irfFO^MATlON COLLECTION AnO 16) THE MCThQD i>SEO TO COIJkECT InFOPMATiON FROM^TnC 

Sites - « * / • 



2) SPECIFY YOUR TIME LiMlTS FOR CORRECTfMo PROBLEMS AFTER WHICh FOOO SERVICE TO A SiTE OR TO ThE PROGRAM ItOULO OE TCRMINATEO 
ANO TmE METmOO of FOLLOWING UP TO ENSURE PROBLEMS mAvE bEEN CORRECTED 



/. 



\ 



I 24 ATTACH COPY OF YOUR LETTER TO LOCAL mEALTm DEPARTMENT NOTIFYING THEM OF YOUR INTENTION TO OPERATE A FOOD SERVICE AT 

THOSE SITES LISTED ON THE ATTACMtO S^TE INFORMATION SmEETS (FOrM FNS-81.1) 



25 WHEN AND HOw wilL pUBLtC STATEMENT ON nOn DISCRIMINATION BE iSSuED' (4(Mc/i copy ol sftement) 



26 MANAGEMENT PLAN. IDENTIFY BY nAmE AnO TiTlE TmC PErSO 



N<S>.- / 



A Authorized TO APPROVE purchases or rentals (Sp,cily doll*> limtftion, •» tipphr«tHm) 



9 Authorized to approve thE number of mOurs of f<6gular and overtime pay for empco^ees 



C RESPONSIBLE FOR rECEiViNC. P A R T i C ( P A TiQN AnO COST DATA AnO FDR PREPAR'NC CLAIMS FOR R S 'MBUR SCmEN T 



ERIC 



D RESPONSIBLE FOR SCHEDULING AnD SUPERVISING MOniTOrJ, REVIEWING SITE REPORTS OF DEFICIENCIES RESTRICTING OR TERMINATING 



SERVICE IF NECESSARY AnD E FFECT NG COR RECTI VE AC Ti ON 



^^^.^ : \ ■ 

^ RESPONSIBLE FOR COORDINATiN? WI^m OFF(C|AlS»T0 wROM Si TE SUPERVISORS REPORT IF APPLICABLE 



/ CERTIFY THAT THE INf'ORMATIOf^ ON THIS APPLICATION AND tN THE ATTACHED SITE INFORMATION SHEETS ^FORM FNS^t-t) 'S TRUE TO THE 
BEST ^ MY Kl^OWLEDGE THAT REIMBURSEMENTS WILL RF ClUlMED ONLY FOR MEALS SERVED TO EUGH^K^WLDREN AT APPROVED FOOD 
SERVICE StTES. AND tUAT THESE SITE^ HAVE BEEN VISITED AriD HAVE THE CAPABILITY AND fACIUTlE^fk fUE MEAL SERVICE PLANNED FOl^ 
it THE NUMBER OF CHILDREN ANTICIPATED TO HE SERVED I UNDERSTAND THAT THIS INFORMATION IS BEING QIVtN IN CONNECTION WITH THE 

RECEIPT OF FEDERAL FUNDS. AND THAT DELIBERATE MISREPRESENTATION MAY SUBJECT ME TO PROSECUTKW UNDER APPLICABLE STATE AND 
• ' ^EDERA L CRIMINA Z STA TUTES THE PROORA M MUS T BE MADE AVAILA BLE TO ALL E LIGlBLE CHILDREN REGARDLESS OF RACE. COLOR . OR NA TION- 
]a L ORIGIN 







Signature of authorized reprejentati vE 




i 





/ 



PACE « OF 4 



r ' 
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Site Information 



FORM APPWOVt D QMb NO 40 W^?>> 



rOllMrNS4l>t .us DEPARTMENT or ACRlCULTURt 

l^y^j FOOD AND NU T«, nON »fc »< V iCt ^ 


A6MIMMT NUMtlll 

(Far ifw Omtf} 


StTC INFORMATION 

fSUMMKR FOOO SCRVICC PROORAM FOft CHIUDRCNrt' 

INSTkUCTIONS CompJrie in duphtate for c*^ h feeding stlt- and for t-ath 
• ion (if more ih«n on* is offered) whuh will b* •dmini^iered by Ihr Applicant. 
Attach on* copy to Form FNSJl. •Application for PartK ipaiion' retain a copjf 
for your file. If more space is needed, c'onUnue on a pUm sheel of fsapei. num- 
bertnc each item and attach lo Site *h«»?t. A %i\r Information shfot must be 
•ubmitted and approved before meaHPSj^'ved wt the site arr ellKible for Telr^• 
^^Isement. ^N*^ 


' NAME OF APPLICANT/SPONSOR 

retCPMONl. numbkh AC _ 2 m\ 


i NAME AND TiTLC OF PERSON IN CHARGE AT SlT^Wf l^o\^n! 


S NAMC 4nD A^Df^KtS &r FOOD SERVlCC SlTC . 

. • : ■ V 


*A MTK or nic.#ito«RAM !b N*Mf: of sf»ONSOR representative who 

YtfiT JV IPdlitaH VISITED SITE 
AEPHlSffltTATtVt . 1 


5 TYPE OF 5(TE \ 

• ; 

f fi A RESIDENTIAL C*1<P fS*f*^m< rt.».I«J 

; B NON.RESlDENTUL C*MP SITUATION <'S*fv<n)'« f7«-«l-; 

♦ C OTHER SITE- fS«f*^m^ /•» m»«;*J 



•A IF^NSWCR TO ITEM » IS ' 
eY*THE CAMP/ (Attmch «<>( 



t be ptovitSfd tt> th» FNS R^iionml Olticr hfltM* •ubmission of th» L^aim for Hutnburtttnrni 



IF AMWCR TO ITEM » IS *C' PROVIDE DATA TO DOCUMENT TmAT At TME StTE FOR WHICH REIMBURSEMENT WILL BE CLAIMED AT LEAST ONE THIRD OF THE ENROL 

LCD Children are eligible for free or reduced price school meals or that all children PARTictPATiNO COME FRo6 AREAS IN wh»ch poor economic 

CONDITIONS C^IJT (Xitmch •oi^cc dofutneni tl (/-f* unnvmilmbtr now if mu»t br p€f»f,J*<i lo (he FNS R»iion»l Ollic» at I ■» day P'lor to Ihr b»ttnnint at up^raiion i 



7 PERIOD OF OPERA TiON OF FOOD SERVICE 



A. tKOINNINO DATE 

mo , am , r* > 



TYPES OF MEALS 
TO Se SERVED 

A ancAKFAST 

• Am Sut^Pt-CMCN T 

O PMSUPPLCMCHT 
C SUPPER 



B CLOSING OA TE 
(Mo da it > 



ESTIMATED 
NUMBER OF 
EL G'BLE i 
MEALS TO 
BE SERVED 



C NUMBER OF O^ERAJING D*YS 

■^A T , JUNt JL 



T I ME OF • 
MEAL SERf CE 



1^ 



August scptemoir TOTAL 

J 



j D^TOTAL EXPECTED AVE 
OAlLY PARTICIPATION 



9 METHOD OF MEAL PREPARATION 

''" A use OF SCHOOL FOOO SERVICE FACILITIES 

P B ON SITE PREPARATION 

C CONTRACT WITH FOOD SERVICE MANAGEMENT CDMPAn 

0 OTHER iSptiify) ^' * 



10. INDICATE OeOORAPH)C BOUNDARIES OFNirEA SERVED UKLESS ELIGIBILITY IS ESTABLISHED BY ENROLLMENT 



IF ei_iC 19 LIT' IS HASE" O.AweA GJvE. TwC 

(^Lt pQft Ff<rE OR Rrcuctn n"<cr meals 



t2 DESCRIBE THE MEAL SERVH^T^REAS INCLUDING 'Ai FE?^NO C*P*CITY igi SYSTEM FOR SERVING MEALS TO CHILDREN AND iC ' SYSTEM OF SUPERVISING MEAL 
SERVICE " ' J ^ , 



1 , 

•'J 

filla ol ^ostitoA • 

lA 1 


Numbef of 
pBi«Of>f>el 
in thai 

I Ol 


D.iv each tmplovr© 
lo<Jicit»0 tr' col. (Bl 
Will SoenO on FrvxJ 
Sefv.tf 

C 1 


VV«>g«S Mf Houi 
'lndic«t« Vol- 

wfh 'V ; 

D) 


Total Waaas 

tor Prpgrsm 

•tl 


Source ot ^unds 
^ ( 'W) M r J #*T># o f 
CtTA, etc t 

iFt 


Specific ^ood Servirt 

C 1 


in ihis P«ogf«m 












-0 




_,«„.,., 






* 











V 
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V 



Site Information . 



r 



't4 IS THEOe A ACCULAALY SCHEDULEO OnCANIZeO ACTtVIT Vt f | YES { | NO <n Y , % , ,t^%, ) 



W OCSCftieE THE PROVISIONS roA MEAL SERVICE OUAINC PENIOOS or >NCLCMCnT«/aThER. , 




1$ DIO THE JiTE PARTICIPATE IN ANY PRIOR YE AR S SUMMER FOOD SERVICt PROGRAM' VES ffO {ti 'Vmtt" tiv9 nsmt oJ <*poo*of 



ITEMS '7A e And c are to amswered only if mEals are To be delivered to camp or Site 

: % 

17A OESCRiBE THE MEAnS OF COMMUNICATION •iTm TmE SPONSOR *MtCM WILL BE USED TO ADJUST MEAL DELIVERIES 



^ 1^0. «ILL DELIVERY efc WITHIN ONE HOUR OF T HE FOOD SERVICE ' Y£S NO 'ti'Nu' <J*mifibr sfranitmtnm withm •tmndmraa prmtcnM by lotml h*mtlh 



17C IF There is an excess of MEAlS^CLIVFREO. OESCRIBE AHRANG6MENTS FOR RETURNING TO VENDOR OJT STORING UNtiL THtV CAN ■£ 
StRVED IF'NO* iFNOSUCH ARrXnCEME NTS EXtST HO* WILL ME^^S BE DISPOSED 0F» - ' 

— * t ^ 



4 * 



IXEHTIFvlthof thit t#f* t*ot fc^ea ¥f»*f<^ and fhot tht\ mfotmotion on thi9 form it ttu* and correct »«s^* b*«» OfOnyJi now I I und^^tand that ihlM inf^immtimttl^^^^ 

bwing giY^n in connection with fh* /9C9iA of Fadarai funtf* and thot i/e/iberaf* mitt»pt*s9ntofion moy m* to ptOfcittlon und^t oppUcobt* tlof-ond F»d»rol \ 

cuminol atoiut*s<i Th^ ptogtom mutt b* ^da oyoi'ob/* >o eHf •/191b/* cttildt^n ttgotdt^tt of toc», color, ot notiftnat onqm, \ 



b* ^d 



SIGNATURE pr Authorized spo»^or rcprescmtativk 



ERIC 



Family Size/Income Staten^eiit 



C)ear Parent;, or Guardian; 



The- ^ 

(brea kfSsts) 



r. 



serves nutritious 



(lunchesV (suppers) (snacks) as part of fh^ 
federally funded Summer Food Service Program for Children. ; 
tn order to. he eligible for these Federal funds, we'must"^ 
document the number of enrdll^ed children who are eligible 
for free'and reduced-price school meals, following the * 
USQA family size/ income guidelines. Wi^t'h your^ooperation, ^ 
we can qualify for Federal re^imbutsement and keep costs to 
you at a minimum. PJease complete and return tb^is statement:. 
All iniorifation will be l^ept confidential-,- 

' . ^ 

Total numb ef^ in> fairly (family is defined as a ^group of related 
or nonrelated individuals living as one ecojxomic unit) ^ 

Names of children^enroll-ed in this .program ^ 




Total family income^ before^^^tieductioils; 
include wages of all worki-fig members, 


- fill ,in one,: • 




welfare payments-', peijsions, social j , 


yearly $ 


sjecui:ity, and oth^r income 


monthly $ ^ 




weekly $- 




every 2 • 




weeks ' $ 
other . 




(indicat'e) 



^/^ter 



children .who r^c^iye ;an "4nc,ora.e", .from ^ the State or other 
welfare departments are considered a family of one, and 'tHat, 
income should be applied for that child. ^ If this ^s the Qas^, 

please indicate child's name and*income:^ Name \ 

Income '(yearly) ^$ . ' (monthly)- $_ 



(every 2/Weeks) $_ 



(weekly) ^ $ 



(other specify) $^ 



Family Size/InQome Statement 



■ . - • / ■ ~' 

If any 6f the following special hardship provisions ap^ly ^to'- 
to your family, please Indicate 'the cost, and sumnarize -the 
reasons ^below: ^ . 



ERLC 



Yearly or Monthly 



I] unysually high tneclical bills. 

[] disaster or casualty losses 

I] shelter 'cost in excess of 30 
percent of income 

[.] special ^ducatiort' expenses due 
tO' the mental or physical con- 
dition of a child 



I certify that all the above Information is true and correct./ 
% understand that this information is being givet\ in c^)nnecti4n 

with the receipt of Federal funds, and that deliberate mis- * 
irepresientation may subject me to prosecution under applicable 

State and Federal statutes. - , * 



Date 



Signature of parent or guardian \ 



. fOR 'INSTITUTION • USE (MVl 
f 



qualifies under gui4^1ines ^ [] does not qualify 



Signature of reviewing c/ff icial 



8^ 



-1 



35 



Bid Advertisement 



Vended Pro- 

" g^rams, Contract' 
— d.ng for Over 
$10,000 



ySemple Bic 
A4vertiseiient 



/ 



• Contracting 
■for OVer 
$100,000 



ERIC 



SUMMER FOOD JERVICE PROGRAM FOTl' CHILDREN 



(name of, spon'sor) 



(address) 



announces 



intention of^ sppnsoritig the USDA^Sunmer Food Sevy±ce,J?'r-0f- 
in ^namp r i ty^ planned operations dates are 
(da^ of week) .through (day of week,) ((date> mont^ day) - . 
y((date) month, ^ day^. Bid^ are solicited from vendors registered ^ 

th (admiai'^tej^-irig' agency *'s name and address), which his the 
right t o ^r e.vl'fe\iy allr bids and contracts. Anticipated servic^ 
'is '(numbej: o.f meals by types) at (immber) of site^. Bids must 



be received by (time, place, address) . The public' bid opening ^ 
Wtil be'Stj-the same time and place. Copies of the solicitation 
to^id^mayy^e obtained from (name of sponso^r, address >^ ). 

^The Springfield Community Organization, 123 Main St/, 'Springf i*eld , 
.announces its intention of sponsoring the.DSDA Sumner Food 
^S^rvice Program in Springfield and Columbusville. PJanned 
operating dates are-'Mondays through l^ridays , ^!june 15 - Sept. 9. 
Bids are solicited i^rom vendors registered with (administering 
agency 'sr'riaae and address), wliich has the right to review all 
bids^ and c.^tracts. ■ Anticipated, service is 5Q0 'breakfasts and 
1,200 luncKes dai^y at 3^ sites. Bids must received by 
noon, ^fcay/30,^at 123 Main 'St. ,^ Springfield, /ihe public bid 
" opening/will be at the same tiiae and place./ Copies of- the * 
' solicitation to bid may be obtaj-ned from the' Director, 
Spurlngf i'eld Summer Pr^^an?., * 123 M^in'St., -Springfield. 

(If^ the contract is expected xd exceed $100V000, the amount 
X)^ tfie required bid arid performance bonds should be^ncluded 
'in tSe advertisement,'.) " 



0' 



86' 



Certificate of Independent 
Pr'ice Determination 



(a) 



.(1) 



(a^ (2) 



(a)(3) 



(b)(1). 



(b)(2)(i) 



(b) (2) f ii) 



f, 

ERIC^ 




By submission of this offer, the offferor certifies 
and in ^e case^pf a joint of fer, 'each party thei?eto cerl^i 
fies as to its own organization, "that in connection wi^h 
this procurement: ' ' . 

The prices in this offer have' been arrived at: independently, . 

tthout ' cbrrsultat idn, contounHcat ion or agreement, for the purpose 
af restricting competition,* a*5 to any matter relat'i?lg> to such 
prices with any other of feror or with >any competitor; 

Unless otherwise required by law, the ptices which have been 
quoted in this offer ^j^ve not been knowingly disclosed by the 
offexipr and will not knowingly^ be disclosed by the offeror 
prior to opening in the case of an* ad"0^r tised procuf emeht V)r 
pripr to award in the case of a negotiated procurement, di^^tly 
or indirectly to any other offeror or to any competitor; ^ 

No attempt has been "made or will be made by the offeror to • 
induce anv person or firm to submit or not to submit, an offer 
'for the piirpose cjf restricting competition. 



^ach person signingi 



1, offer certifies Jihat: 



V 



He is the person iif" th\of feror * s organisation responsible * 
within tt^ii^ organization^ the decision as to ,the. prices 
being offered herein and that he has nof participated , and will 
n^ participate, • in any act-ion contrary ^'o (a)Cl). through (a) 
(3t abjove; or ,^ ' • * • 

He i? not the person in the^ of-feror*^s organization responsible*^ 
within that ^organization for the decision ^as to the g^ric^^ » *' 
being offered herein but that he has been authorized in^writing < ^ 
to ac^ as agent for the persons responsible for 'such decision 
in certi^fying that, such jjersons have jiot ^fticipated and will nit 
participate, in any action contrary Co (a) (1)' (through (a0#3) ^ ^ 
, above, and as their agent does hereby s6 j&^rtify: • 
and he has not participated, and- will not^.^rticipate, in 
any action contrary to'(a)(l) thrpugh (a) (35 abov«* 

Signature of vendor' s^^uthorized r^pre'seAc«t ive TTF ^ 



Title 



Date 



In accepting this offer,. the sponsor cert if les » that the fore- 
going'*is to the best pf*it6 knowledge true and izorrept aftd 
that the sponsor's ofiicefs, employees or agents have not 
taken any -action whlcli may have -jeopardized the independence 
of the offer referredf to above. - 7 ' •* 



. Signature 6f 'Authorized Sponsor Representative 



(Accepting a bidder's offer^does not?^, 
^constitute acceptance of ifffe, cont){^<\g) 
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Agreement to Furnish 
Food Service (Sponsor/Scliool) 



THIS AGREEMENT is made and .entered into- by and between (school) . 
• and the (sppnsor) : ^ 

WHEpAl^the facilities of the (sponsor) are not adequate 
for preparing and serving meals to children, while the facilities 

of th e (school) are adequate to serve meals to children 

from .the institution; the (s(£|»ool) agrees, to supply ' • 

unitized neals (inclusive/exclusiva ) -of milk to.Qie (sponsor) 

with atnl for the rates herein list J:* * ^ 



f 



ERiC 



... $^ 

Snacks . .' $^ 



Breakfast?. 



_each Lunches . 

_each " Supper . . $_ 

CsohbppL , pursuant to the 



It is further agreed that the_ 

provisions o{ the Summer Food Service ProLt^ran Regulations,' attached 
copy .of which Is a' part of this agreement, will assure that) said 
meals meet^ the minimum requirements as to nutritiv'e value and . 
content,, and viH maintain full and accurate records t^?at 'the, 
institutioti will need to meet its responsibility including 
the following:'^ 

1. Menu Records,* inclucfipg amount^ of food prepared. 

Meals, incTudirig^ daily number of meals delivered' by ^type. 
i ' * . > ' 



each 
e^ch 




records must be 'fep 



ir^it 



ch month. 



leporte'd to the iiist itut ion , promptly at the 
(school) agrees also to retain records 



□nde^f the preceding clause for a pUferiod of 3 years ^after ' 
• the #nd (ff the; fiscal ^yeat' to which they pertain (or logger,* if , 
^ari' audit is in pifogress); and upon request, to'mak« all accounts 
and r^cor.ds^pertai^ing to the program available to»representat ives 
of the U.S. Department 6f Agriculture and the'General Accounting 
Of^fTce foe audit or administrative review. at a Reasonable time ^nd 
place.* ^ ' ' . \ . * ' . ^ 

lis 'agreement shall be effective as of * (date) ^ ' 

•party 
_ ^ date of 

tfenpinatTion; 

IN fclfNESS WllERE"'6F,»the parties hereto have executed this* agreement 
as^jf^f tffie 'dates inidicated below: * r 

Agretf^^to this date ^ Sponsor official^ 

School^^f flcial ^ Title ^ ^ ~ 

Title- . . ^ ' •> ^ ^ . ^ ^ 

NLocationr food^ preparatipj? center(s) : * 



, may pe ^termfnat-«dsj>y notice in writing'' given by ^any 
I hereto the other parties at least 30 days prior t<m/he 



\ 



r 
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1 Jr - 

Daily Meal ServiQe and' Personnel 
Time Report (Luiicli Only) 



Sponsor ' 



Sit^ 



■I^nch ' 



C 

1. 
. 2. 
3. 
4\ 
5. 



■ / 



Cash- 
Received ' 



Daily J^etl Servi^c^Report 
Name • 



Report period_ 
Tel ephone 



Addresis 



Coqitact perso^n_ 
Name 



_TelephDne_ 



Address 



Site supervisor ' 



Nurifber of children in ^attendan<^ 



M , T W Th F Sa' 



Number of meals rec\eived 



Nugb^r of medls served <o children 



Extras served as seconds* 



Number of^n\eals sejrved to adults** 



The 'sponsor should be na^f ied^ianiediateiy if tliere is a need t^ 
increase or decrease, mwrls, th^meals do not^ peet meal require- 
ments, ttie meals^ are unsai^sf^elrory ,^ or the deliy^ry is t^ late 
or too' early/ /*I,f you receive meal s^ from another a^proved^site 
record the date, number, of* meals, name ^pd I'&'datio'n of other 
.sit^. ^- • ^ 

*If you are ordering carefwHy, the jiumbfer of extras available tQ 
yoli should be ivegligible? • • ^ 

•**If allowed by 'sponsor. ^ * % ^ ^ ' 

\ ' ■■' ' ' ■■■■ ■ 

I/unc 



Paying adults 



inch cost 



Total 




Supervisor's comfnerits (account for all otherimeals)_ 



1^. 



r 



1^ 



I. . 



* 



4. 
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Ddily Meal Service and 

Time Report (Lundh Only) 



Salaried 
Employees 
(salaries 
'paid by 
sponsor) . 



ERIC 



1 



Personnel Time Report ' - > 

■ ' I - ;/ • - - 

Hours worked in food ^ervice Total ^ Hourly' Total wagefe 
Name S » M T W Th F ga hours x wage/ = claimable 



Site supervisor's signature 
"Date ' 



/ 

I UNDERSTi^D THAT THIS INFORMATION ' IS BEING GIVEN IN CONNECTION 
VITH THE RECEIPT OF FEDERAL FUNDS AND THAT DELIBERATE MISREPRE- 
SENTATION MAY SUBJECT ME TO PROSECUTION UNDER APPLICABLE STATE 
AND 'FEDERAL CR^^INAL STATUTES. - 



4 



2 A 



r 



r 
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Daily Meal Service and Personne 
Time Report (More Than One Meal' 




Sponsor 



Site 



ERIC . 



Name 



Report period_ 
Tel ephol ^ ' 



Address* 



Contact person_ 
Name. 



•Telephone_ 



Address 



Site supervisor 




J 






"M T 


i 

Th 


> 


Sa 


V 

Breakfast 


1. 


Number or cnildreit in attertdance 






%■ 




9 
, c. • 


INUmDcL UX LQcclJ. b LcCcXVcu 










/ 


J • 


iNuiuuer OX niccixs bcLvcu lu L.iii.j.iiL 


« »_ _ 






■ / 




/, 


txcras servea as seconas ^ 












•c 


riumDer oi loeaxs servea to aauit^"'* 










A\M. Snack 


1.' 


Number^of children in attefidance 










2. 


"NomB^ef •of meals received - V 










/ * 


'3.- 


Number of meal^ ;3erved to children, 












4; 


Extras Served as,** seconds* 








^• 


1 ■ 


5.' 


Number of meals served to adults** - 






i 




Lupch. 


1'.; 


NjLimber of children in attendance 








2. 


Number of meals received 








7^ 




'3. 


Number of meals 'served to chil.dren . 












4. 


Exrtras served as seconds* 












5. 


'Number ^of meals served to "adults** 










• 

P.M. S^ack , 


1. 


Number of children in a?^fndanc^ 










2. 


Number ol meals received 












3. 


Number of meals served to children 














' — r 

Extras served .as seco'nds* 








9 






Xumber of meals jerved to adults** 






















Supper 


1. 


Number of children in attendaftee* 










2. 


Number of meals r'eceived 












3. 


Number of meals ,served to children 












4.' 


^Extras served as seconds* 


. A— 










5. 


Number of meals served to adults** 











*If you are ordering carefully/ the »**Some sponsors may not allow 
number of extras available to'' you 
should be 'negligibl.e. 



/the serving of meals to adults 
f (19 years of age and bver) . 
' You should hdve guidelines on 
this from -yOur* sponsor. 



9.G 
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Daily Meal Service aiiiJ Personnel . 
Time Report (More Than One Meal)^ 



Cash Received 



.Salaried 

Employees 

(Salaries paid 
l^by sponsot) 



':erjc 



/ • ' • 
















Number of 








paying <iults 




Meal cost 


Total 


Breakfast 


X 




= $ 


A^M. Snack 


X 




= $ 


Lunch 


X 


'l • 


= $ 


P.M. Snack 


X 




= $ 


•> 

Supper^ . 


X 




= $ - 



Supervisor's comments (account for all other meals)_ 



-a 



Tihe l^hosor should be notified iinmed*iately if there is ^need to 
incT.e^se or decr^^se me^^ls, the meals do oot meet'm^al rfequireinents' 
the-'meals ar^ unsatisfactory, or the delivery is too late or too 
early. ' If ydu receive meals ft'om'" another site or transfer some 
meals^ to apather y^ppt'ojved site record the date^^number of m#^ls, 
name and*Toc;ation of other site. ' ' . . 

^e^sonqel Tima Report ^ ^ • 

-^Hours workJd in food ^service total H^rly , Total 
N^me S'- M ^ T /w . Th F/ Sa y hours wage claimable 



— ^ 



"XT 



_ _^ ^ ^ . ^ , ^ 

I UNJJEkSTAND THAT tUlS INFORMATION IS 'BEING GIVEN IN CONNECTION WITjl 
T^E RECEIPT OF FEDERAL FUNDS; AND THAT^DELIBERATE MISREPRESENTATION 
MAY •SUBJE*'CT,ME^TO PROSECUTION UNDER APPLICABLE STATB- AND FEDERAL 
GMMINAL STATUTES. A ^ ^ ' 

S.ite supervisor's signature 

- — ^ — 



Date 
■ • )■ 
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J 



:Expelidiituj^'es for 
Administrative Costs 



9 



Name o£ sponso r V 



Date 



P?)sitjLon 



ERIC 



No. of 
people 
in that 
• position 



Salary 



No. of j 
hours / 
"~*-«^pent 
on food 
s^rvic^ 



. Total", 




X 



1. 
2. 
^ 3. 
4. 
5. 
6. 
7. 

. 8. 

9. 
•10. 

11* 



Salary total 

Transportation 

Connnunications 

^Rental of office space 

Office supplies 

Utilities * 

Use allowance of furni- 
ture and fixtures * 

Audit fees 

Legal fees 

Of^e build6ig , 4 
maintenauee 



Other' (specify) , 

TOTAL Administrative GOsts'%um,of Items 1 through 11) 



9^ 



Worksheet for Estimating 
. * . ReijnbiirsSmeiit 



1. Maximum' 

• Reimbursement 
for Food ser- 
vice Costs 
For , Meals 
Served to. , 
Children 

2 . Actual- 
Food Service 
Costs 



3. Maximum " 
Allowab-le — 
P^odcService 
Costs 

4. Maximum * 
Reimbursement 
for *Adminis- 
tt4tive Costs, 



^5, Maximum 
Allowable 
Admlnis t ra t ive 
Co^ts 

6. Potential 
Reimbursement 

7. Advance 
Payments and 
Start-up 

Payments 

\ 

8. Sponsor 
Receives - 



a. 
b. 
c . 
d.^ 
e. 



a. 
b. 
c . 

d. 

e. 
f. 



breakfasts 


X 


51.50 


. = $ 


lunches 


X 


92.75 


= $ 


suppers ' 


X ' 


92.75 


= $ 


snacks 


X 


24.25 


= $ 



TOTAL'(a, b, c, & d) 



Year-to~date food costs 
Year-to-date laboi; costs 
V^ar-to-date other costs 
TOTAL/Year-to-date costs 

Subtract any income accruing 

to the program fropn 2d 
Net Progr^ costis 



$_ 
$ 



Ij^sse\ 



of le and 2f 



a. 
b. 
c . 
d. 
er 

f . 



Year-to-date breakfasts . ^ 
Year-to-date lunches . 

Year-to-date suppers 

Year-to-date snacks » 

TOTAL (a, b, c, & d) 

Administrative monies negotiatjfc 
approved by State agency ^ 
^ear-to-date actual administrative 
costs * 7 



X 3.75 
X 7.25 
X 7.25- 
X 2.00 



= $_ 

'= $ 



and 



= $ 



7 



Lesser of 4e, 4f> an^^g^ 
Line 3 and 5 , 



Document all year-to-date advance administrative and net 
program payments, alsto start;;^^' payments received. (Interest^ 
received 'from these aav^nces and start-up payments is returned 
directly to U^pA and does nots appear on tl)e claim) $ 



Subtract 7 from '6 



$ * 



1> 



i 



I- 
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Ad^ilmst^at^^c§/^I^eage B^ecoiyi 



Date 



♦ K 




ERIC 



\ 



OdoUieter 

reading 

start 



Odometer 

reading 

stop 



Number 
of 

miles^ 



Itinerary 



9 4 



7^ 



Note: If^ja^itors or ^supervisors are to be reimbursed for travel, 
comprehensive mileage documentation will be needed. in order to 
f ,.olalm this expense as an adminis^^rative cost. The foregoing- 
' '^*--rt is '4 suggested, simplified Iprmat for this recordkeeping. 



( 
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Checklist for Required Records 



All qf these records that apply to your meal servtice must be 
maintained in a saf* place, preferably in the sponsor' s^pff ice. 



1. 




r 

J 



2; 



3; 



ERIC 



Records that document ' elig.ibility for the Sununer'pood Service 
Program: In the case of cam{5s, family-size and income data 
enrpired children: ' ♦ 



roved Agreement 
Application 




Sfte Information Sheets for ea-ch site 



^evidence to show eligibility for each site based on ii§lrv|'ing needy 
children, or in t'he case of camps, eVidence\to show'^at 
children are indivvidually documented as being eligible for free or 
re4uced~price school meals ' ' ^ 

• r . • ■ ■ 

Public release . ^ 

Letter from IRS allowing tax exempt status - 
; Certification by health authorities fftr'^ sites' ' 



• ^j^re-appiroval s^te'' fonue,/ 

* Management plan 
''^^Sponstjr/site agreements* 

Certification of trairting 




•V 



Letter of engagement of CPA firm' or Independent State or local 
government ac^^ountant and management jletter ^ 

- Records'that support fhe. number of meals seryed'to children: 

DaJ:iytouut of meaJLs prepared or receiued . , - ' 

Daily count of meals served to cHllbdren ' • ' 

Daily count* of meals, served to adults ^ - ■ ^ 

Daily count' Osf children ±r\ attendance at each 3±te 

Records ^that support food service ,costs> 

Food- inventorli^s v ' , , 

Delivery receipts for vended meals ' 



: Payroll and time and* attendarKi<a>:r^^^^ slfe p^so'nQel 



, - , , , - 4 'J, 
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Checklist for Required, Records 



4 



ERJC , V. . 

=1= 



Records that sup'port administrative costs: 



Payroll and time and attendance tecords tox adminristrative 
personnel ' , ^ - ** ' ^ 

E^ental agreements ?or "'office' equipment or^-space 

Milage records • ♦ »* * 

_ . / 

R€cTrs^s^ to support income to the program:^ 
Site records af cash collected . ' 

Receipts given for cash dpnationS 



Recorchj of any other funds received for the food service 
program 

Records ^of in-kind contributions ' 
Other required records^: 



Agreement with $*cho6ls to furnish meals 

'Contract with registered vendor 
1 

•.Bid procedures used 

Records and inventories of OSDA donated foods 
Monitor* s reports .of site visits. 
Records of training conducted , • * , < 
Menu records • , . , 
Quantity production records for each nje^l 



v 



\ ■' 



Receipts, lnvotces,^and bills for all rented o^r purchased 
items and s^viCes^ * . ' 



Bank statements ^nd deposit stips 
Accounting ledgers^ 



f 




Sanityzftid^ 'and health -reports 
- • t 



1 



Auidit r^pi5r^s ^Jf' ' ---•*•>•,'' 

Gertif ication pf [tnde'fiendent Price Determination , t 



5* 



90- 



V. 



» 1 



CPA's Management JiGtter 



,(MusC be sub- 
mitted* within 
2 weeks after 
commencement 
of program) < 



ERIC 



\ 

Anytovm! Summer Food program . 
100 Main Street 
Any town, USA 

Dear 



A study and evaluation of your sufmner program's accounting 
system and internal controls have been made in accordance with 
generally accepted auditing standarcfs. 

In our opinion, the internal accounting aod administrative 
control procedures are in general agreement with procedures 
pr.escrib*ed in Federal Regulations and the requirements of 
section 9.1 of the U.S. Department of Agriculture's Audit 
Guide for the Summer Food Service Program for Children (April 
1978), except as follows: 

Sincerely , ♦ • * 



Smith and Smith Co. 

Accepted by 

Date 



s 



V 



'J 
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Worjsisheet for Camps a 
to Allocate Costs " 



program and Administrative costs should be allocated for each 
camp session. ' ^ * • 



Number of 

eligible 

children 



Total number 
of children 
enrolled 

} 



Percentage 
factor 



' 1. 

.A 

5. 

6. 

7.. 

8. 
9. 

10. 
' 11. 



Program Costs: 

Percentage factor 
Percenta'ge factor 
Percentage fac^tor 



(food cost) = 
(labor cost)= 
(other cost)= 



Actual program costs* (Total of 1,2,!^) 
Meals served x-maximum rates x No. , 
eligible children 
Program costs = lesser of 4. and 5 
Administrative costs 
Budgeted administrative cdsts' ' 

(actual costs 

Percentage factor x $ for administration)? 

Meals served x maximum rates xf No. 
eligible children 

Administrative coats = the lesser of 7, 8, 9 
TOTAL COSTS = 6 and 10 



$ 
$ 

$_ 
= $ 



= $ 



ERIC 



\ 
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Moi;iitor's Review .Form 
Vended Programs 

ft I 



Major Viola- 
*tions 



Ch^ckx'if follow 
mg^ ^ply 




Sponsor 



Site 



Site . address 



Date of review 



Site supervisor^ 



V 



Phone 



Person contacted at site 



Average daily participation (ADP)_ 
Attendance on day of visit 



Time of site review 



^ to 



Type of-raeal service review_ 



Day of visit 

No. raeals delivered 

Time^^Aich meals were 
delivered 

Time which meals* 
were served 

i^o. meals, served to 
children 



No. raeals s^ryed as 
seconds 



No. 4jitals served to 
adults 



am • pill . < 

.Breakfast -Snack Lunch Snack Supper * 




Acti^al Count 



Type of Meal 



Nonprogncm adults , 

(^fsite consumption (children) 

More than one raeaU per person 

Meai^ pattern not raet (specify) 
' ^ > No records 



Other 



Incomplete records 
_Poor sanitation i . r\_ 
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Monitor*s Review Form 
Ventied Programs 



Explain any, 
"NO" answers 



ERIC 



Yes No 



Does staffing pattern correspond to that listed on 
.approved site -sheet? .^^^J^ 

Has site supe'rvisor^attended training session? 

% 

Does site supervisor use site handbook? 

o ' , • ^ . 

£)oes. site have sufficient food service supervision? 

Are meaLs counted before delivery receipt is signed? 

Are meal counts taketi of meals served? 

Do meals meet approved menu? 

Do meals meet requirements? ^ . 

Are meals 'checked for quality? 

Is there proper sanitation/storage? 

Is Wite following procedure established, to make meal 
or^er adjustments? 

Are meals served within time frames? 

Does site have inclement weather provisions? 

Is meal served as k unit? '* ^ , 



Ac 



* < lu 








f . 










— s 








Monitor signature 


Site supervisor 


signature 


Date " 


;Date/^ 








' 1 0 C' 


c 


-r ** 

i. 

♦ * <" 
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Monitor's Rev-few Fomi t- 
On^ite Preparation 



*Meal 



ERIC 



SpoiVsor 



Site, 



Site address 



Date of review 



Phone"^ 



Site supervisor^ 



P.erson contacted at site- 



Approved average^ daily participation (ADP) 
A«ttendance on day of visit 



No* eligible for free/reduced price ratals (camps only) _ 



Time of site review 



to 



Type of meal service review 
Day of visit 



am • ?^ / 

Breakfast ' Snack Lunch Snagk Supper 



No. meals 'prepared 

Time which meals were 
r served 

No. meals served to 
children 

No,' meals served 
as seconds 

No. raeals served 
to adults 



Rec^uireraent 
For meal 



Food 
used 



Quantity 
used 



Allow^l;>le^ Number of Servings 
servings total Over Shor : 
per unit 



Other Foods 



*Ref-er to "Food Buying Guide for Type A School Lunches.'* 



\ 
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Monitor's Review J'orm 
Onsite Prep^iration ^ 



Explain any .no 
answers:' 

Notd plate, waste 
if, a^ny : 



EMC ; : 



Yes • No 



\ 



Are meals served as a unit? 
Did meal' meet mgnu as planned? 
.Were all requirements met? 
Are all children fed onsite? 
Are meals planned with one meal per child in mind? 
Are meal counts taken of meals ' served? 
Are meal production records kept? 

Is required health department certification available 
for -inspection? ' . -< 

Is an inventory being kept? 

Are re\:eiving reports an^ purchase invoices kept? 

.Does staffing pattern correspond to that list 
approved site application sheet? ' 



ed on 



Has site supervisor attended training session? 
Aire pxpgram aids being used? * 



Is there proj:^r sanitation and stgrage? 
Are meal's served within -time frames? 



r 



Ai^e. records of adult meals kept? 

Is. 'there documentaieion of children eligible for ^free 
and reduced price meals? 



Me^nitor signature 



Dat^ 



^Sdte supervisor signature 



Date. 
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^■ammary Sheet for Monitor's 
/ Review Forms 



Monitor's Name 
Site * . 



Site Supervisor 
Date • 



Site contact 



Problems 



2. 



Resolut ion/Recommendation 



Site 



Site Supervisor_ 
Date 



Site contact 



Problems 



Resolution/Recommendation 



L'j. 
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Daily Menu and 
Production Worksheet* 



MENU 

Breakfast 



A.M» Snac-k' (Supplement) 



Lunch 



P.M* Snack (Supplement) 



MEAL PATTERN 
Milk or 

Juice or Fruit or 
Vegetable 
Bread or 
Cereal 



Milk, or 

Juice oir Fruit or 

Vegetable 

Meat 

Bread or 
Cereal 



Milk 

^eat or Poultry or 
Fish or cheese 'or- 
Eggs pr 

'Peanut Butter or 
Dried Beans and Peasv 
Fruits (2 or more) ^or 
Fruits & Vegetables - 
Bread , ' 



Milk or 

J-^i^rce or- Fruit or 

Vegetable 

Meat 

Bread or 
Cereal 



FOOD ITEM USED v 



Supper 



Milk' 

Meat or Poultry'or. 
Fish or Cheese or 

4^ Eggs or, 

Peanirc Butter or 
Dried' Beans and' Peas 

( Ft;uits (2 or more) or 
Vegetables (2 or more) 
or Fruity & Vegetables 



ERLC 
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r\ " Daily Menu a/nd 

^ . Production Workslieejb 



SIZR OR DESCRIPTION. 
OF SERVING ' ■ 



EST. NO AMODiT TO 

to be • prepare 
ser^/ed 



J 



I'l; 



AMOUNT 
SERVED 



NUMBER SERVED 
Children-^ Adults 



ERIC 
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Inventory Record. 



Item 



X 



;^Tlirchase 
unit . 




Name bf eite ' 



Inventory period_ 



JBeginning inventory $_ 



•'^ .Unit ^ Quantity 
cojst- X Non hand 



Total ( 

inventory 

value 



Total ending inventory 



ERJC 
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Suggested Sandwich M'enus - 

Luncli or Supper 



MONDAY 



TUESDAY 



WEDNESDAY 



THURSDAY 



FRIDAY 



ERIC 



Pickle loa'f sandwich (2 

oz. meat/bread) 
Mustard * 
Carrotiand cucuAber 

sticks (1/4 cup) . 
Canned peaches (1/^ cup) 
Milk- '(1/2 pint) , . - 



Peanut butter & jelly 
sandwich (2 tbsp, 
peanut butter/Sread) 

theese wedge (1 oz.)s 

Coleslaw/carrot , green 
pepper (1/4 cup) 

panana, petite (1/2 cup) 

Milk (1/2 pint) 

Cooki'e - 1 , " ' J, 

'Hamburger on bun {2 oz. * 
- meat/bread) , onion slice 
Mustard catsup 
Garden salad/dressing 
(1/4 cup vegetable)^ 
Fre^h orange (medium) 
, (1/2 cup) 
Milk (1/2 pint) 



X Cheese sandwich (2 oz. 

Cheese /bread) ^ ^ 

Cherry tomatoes (1/4 
cup) 

Fresh fruit cup (i/2 
cup) 

Milk (1/2 pint) ' 



Ham on bun (2 oz/ m6at/ 

bread) 
Mustard 

Pill pickle wedge (ly<^ 
^ cup) , 
Cantaloupe wedge (1/2 cup) 
Milic (1/^pint)- 
Cookie - 1 



Bologna and cheese on_ ^ 
sesame seed bun (X oz. 

meat/1 oz, cheese/''' 

bread); ^ 
Shredded lettuce and 
tomato /dressing (1/4 * 

ccip vegetable) 
Orange (medium) (1/2 cup) 
Miltc {l/t pint) 

Frankfurter on bun (2 
oz. 'meat/bread , ^ 

Mustard, catsup 

Coleslaw with carrots 
(1/^ cup) 

Nec tarine (medium) 
(1/2 cup) 

Milk (1/2- pint) . 



Txinaburger .pn bun'' (2 o2. 

fish/bread) 
Tomato juice (1/2 cup- . 

1/4 cup v<getabie) 
Peach (mediimi) (l?2 cUp) 
Milk (1/2 pint) 



Cheese sandwich on 
. wheat '^bread (2 pz. - 
cjieese/bread) . 

Relfshes X^eier^\^ 
carrot, pickle sticks, 
olives) (1/4 cup) 

Apple"" sauce (1/2 cu^) 

Milk <l/2 pint) 



Spiced luncheon meat 
on wheat bread *(2 oz. 
• meat/bread) * 
Mustard 

Tossed salad/dressing 
' (1/4 cup vegetable) 

Raisins (1/4 cup) - * 
•Orange juice (1/2 cup- 

1/4 cup credit) 

Milk (1/2 p±np ^ 

Turkey sandwich (2 oz. 

meat/bread) 
Mustard/mayonnaise 
Relishes (celery, 
cucumber, carrot sticks 
^ and olives) (1/4 cup) 
Fresh pear (medium) 

(1/2 cup) 
Milk (J/2 pint) ^ 

Bologna sandwich / \ ' 

(2 oz. meat/btsead) 
Mustard 

Tomato slices (1/4 cup) 
PineapJple tidbits 

(1/2 pint), 
Milk (1/2 p^int) 
Peanuts (1 oz. ) 



Salami sandwich (2 oz.- 
meat /bread) 
Mustard 

Garden salad/dressing 

(1/4 cup vegetable) 
Fruit coc^ktail (1/2 'oupV 
Milk (1/2 pint) ' ' 



.-Fish on bun (2 oz. fish/ 

br e'ad) 
Catsup/tarter sauce 
Coleslaw/green pepper 
, (1/4 cup) . • ' 
Fresh plums (2small) 

(1/2 cup) 
Milk (1/2'pint) 



' Hoagie sandwich (2 oz.) 

meat/cheese/l/4 cup, 
, vegetable/bread) 
Banana/ petite (1/2 cup) 
Milk '(i/2 .pint) 
••Potato chips X3/4 oz.) 



Suggested Menus - 
Onsite Prei)aTation 



Menu 



Menu "2 



Menti 



Metiu A 



Menu 5 



Menu 6-* 



Breakfast 

Can^aloupe*(l/2 
cup) 

Baked scrasmlSle 

Egg (1) 
Whole whea*t .toast^ 

(1 slice) ' 
Milk (1/2'pint) 

Bati^na, petite \ 
(1/2 ^cup) , 
Cornfla^^s X3/A 
cup) 

Milk (1/2 pint) - 



Pineapple - 

juice (1/2 cup) 
Muffin (10 
Milk (1/2 pint) 



Snack 

MiU (1/^2 pintK 
Doughnut » 



Lunch or Supper 



. tomato juice J3/4' 
cup) 

Celery sticks (IM ' 
Cheese toast (1 
; stick) ' 



. ) Milk (1/2 pint) 
Graham crackers 

• (30 . : ' 



Hash brov(n - 

potatoes (1/2 xup) 
LinJ: sausage (1) 
To^t^ (1 slice) 
MUk (1/2 pint) ^ * 



Grape juice 
(l72 cu|) ^ ^ 

P e arfut ^^Bler'/ 
honeyl^H^.*). on 
whole i^Vat toast 

Milk (1/f pint) 



Apcicotx halves ^ 
(3/4 cup) * 
Raisins. 1-1/2 

ounce box (1/4 cup) 
Enriched cookies . * 



Milk (1/; pl^^ J 
# Rice krispies' (^/4 
.cup) 



Appl^ juice (1V2 

c«p) ' < 
English muffin (1) 
Jelly (1 tsp.) / 
haik ((1/2 pint) f 



J 



Sliced banana ('1/^^ 
cupy in orange 
juice (1/2 cup) 

^ Crackers 02) 

. Cheese (1/2 ounce) , 



Hoagie •andwich^ (2 punces 
of meat/cheese, 1/4 cup ( 
vegetable, bread) ' 

Nectarine, mediua (1/2 cup) 

Milk (Ji/2 pint.) 

Brownie- (1) 



'Oven-fried chicken/grS^ 
^2 ounces nieat> ^ 
Maslied 'potatoes (1/2 *cup) 
Greert peas (1/4 cup) 
Bi^cuit/houey (1) 
Milk ^(1/2 pint) ' . 

' ' • \ » \> 

"Hamburger on bun 

(2 ounces meat, bread) 
French fried potatoes 

(1/2 cup) 
Lettuce, pnion and pickles 

(i/4 cup) 
Milk (1/2 pint) , . 

^una fish'sal^ 6n lettuce 

(2 ounces fish) 
Tomato Juice, (1/2 cup) 

'(1/4 cup* vegetable) 
Apple, siaall (1/2 cup) ^ * 
Whole wheat bread (1^ slice) 
Milk (1/2 pint)' 
Potato chips, 3/4 ounce pkg. 

Macat^inl dnd'Cheese (1/2 cup) 

(1 ouncfe cheese)' 
Spinach (^1/4 cup; with 

Hard'-cooked e^ (1/2 egg). 
Orange, medium (1/2 cupy 
Hot foil (1) . \' ^ 

"Milk tl/2 pint) ' 
^^^tmeal cookie (1) ^ 

Frankfurter on bun (2 ounces 
meat, brkad) 
Baked be*is (1/2 cup) 
*Cole slat (l/4>:up) , 
Milk (l/^t>int) ^ - 
Ice cream Vl serving). 



.1 
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Suggested Menus - 
nsite Preparation 



Menu 7 
\ 

Menu 8 

\ 

Menu 9 



Menu 10 



\ 

Menu 11 
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Brealcfast 

Totaato slices (1/2 
cup) 

Hard-cooked egg 
Toast -(1 slice) 
Milk (t/2 Pint) 



Orange juice *(l/2 
cup) 

Oatmeal /raisin/ 
br*own sugar (3/4 
cup) ' 

Milk (1/2 plat) 



Applesaucfe (1/2 cup) 
Pancakes/ syrup 
(?) 

Milt (1/2 pint) 



Orange section (l/2cup) 
Cheese toast (1 

slice) ^ 
Milk (1/2 pint) 



_ Blended^ jUlce 
(1/2 ,cup) 
Cinnai^ion roll (IX 
Milk (1/2 pint) 



r 



^nack 

Milk (1/2 pint) 
Cinnamon toast 
(1 slice) 



Sliced fresh 
peaches (1/2 cup) 
Milk (1/2 pint) 
Puffed wheat(3/4 

cup)"* ^ V 



Milk (1/2 pint) 
Bagel (1) » 
Cream cheese (1 
tsp.) ^ 



Grape^juice (1 cup)4 

1/2 peanut butter 
• sandwich (1 tsp. 
peanut butter, ^- 



bread) 



Milk (1/2 pint) ' 
Enrtriched cookies 
(2) 



V.6 



Lunch or Supper , 

Pizza (2 (^unces meat/jcheese, ^ 
bread) ' ^ 

Relishes (carrot sticks, . 
cauliflower and olives) 
U/4 cup) 

Grapes (1/2 cup) 

Milk (1/2 pint) 

• ^ 

r 

Chicken-vegetable saup 

1/2 cupVl- ounce meat , 1/4 
cup vegetable) 

Pfeanut bvAter & jelly sand- 
wich (2 Tbsp. peanut butter,, 
bread) 

Watermelon (1/2 cup) 

Milk (1/2 pint) ^ 

Ground beef and spaghetti 

(2 ounces meat) 
Tossed gr^en salad/dressing 

(1/4 cup vegetable) 
Pliiis, 2 (1/2 cup fruit) 
French bread (1 slice) 
Milk (1/2 pint) 

Fish sticks' (2 ouncesf) 
French fried potatoes (1/2 
cup) 

Tomato salad/ dressing 

(1/4 cup) ^ * 

Combread (1 square) 
Milk (1/2 pint) 
Tapioca pudding (1/2 cup) 

Bean tacos, (2) | 
(2 ounces meat/cheese, 
.bi:ead) ^ 

Shredded lettuce (1/4 cup) 

Strawberries (1/2 cup) 

MilK (1/^pint) 
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Sepying Size, and Yiel^ for 

Selected Fresh Yegeta-feles and Fruits 



Vegetable 



Carrot Sticks 



Cauliflower 



Celery Sticks 



Cucumber 



Slices 



Sticks 



Lettuce Head 
(Iceberg) 



Leaf 



Olives, Ripe 



Dill Pickles 



ERLC 



Size and^Count 

Specify U.-S.^ //l^ -with ' 1-1/8 



inch miniiaum diameter . About 
7-1/2 :^ches long. . Six per 
pound. Fifty-pound mesh bag. ' 



Specify in cartons. 18-24 ' * 
pounds, or wirebound crates 
45-50 pounds . 



Specify 2, 2-1/2, or 3 dozen 



stalks per crate . Crates 
weigh 65-75 pounds net. 



Specify 2-inch minimum 
diameter . This information 
will be stamped on basket. 
Cucumbers will vary from 2. to 
2-1/2 inches in diameter and 
are about 7-1/2 inches long. 



1/8 inch thick slices 



Cut in thirds crosswise and 
then each third intpfourths 
lengthwise for sticks. 



Specify 2 dozen heads , ^weight 



40-48 pounds. One piece 
(4-1/4" X 4-1/2"). 

Specify 2 dozen- heads , weight 



18 pounds. 



Large 



gpecify large sizg , 4 to 



4-3/4 inches long, '2-2 to 39 . 
count per gallon. . ^ 



Serving Size and Yield 

1 stick is 4 inches long x 1/2 

inch wide^ 
12 sticks = 1/2* cup 
" 6, sticks = \lk cup 
3 sticks = 1/8 cup 

1 medium head == about 6 cup§ 
florets ^ 

1 sftick is 3 inches long and 

3/ 4 inch wide 
8 sticks = 1/2 cup 

4 sticks = 1/4 cup 

2 sticks =- 1/8 cup 



slices 
sj-ices 
slices" 



1/2 cup 
1/4 cup 
1/8 cup 



cucXimber = 1-2 sticks 
sticks = 1/2 cup 
sticks = 1/4 cup 
stick = 1/8 cup 



r 



2 pieces = 1/2 cup 
1 piece = 1/4 cup \ 
1/2 piece = 1/8 cup^ 

1 large leaf =1/4 cup 

2 medium leaves = 1/4 cup 

3 small leaves = 1/4 ci 



14 olives = 1/2 cup 
7 olives ='1/4 cup* 
• 4 olives = 1/8 cup- 

1 pickle = 1/2 cup 
1/2 {)ickle = 1/4 cup 
1/4 pickle = 1/8 cup 



Serving Size and Yield for 
Selected Fresh Vegetables and Fruits 



Vegetable . 
Sweet 

Radishes 

Tomatoes 
Wedge-s 



Slices 



Cherry 



Fruit . 



Apples 



bananas 



Berries 

Strawberries 



Blueberries 



Size and Count 

Specify small size , 2-1/2 to 
4-1/2 inches long, 52 to 99 
count' per gallon. 

Specify U,s\ //I. 1/2- inch 
diameter minimum, without tops. 



Small, 45 radishes per pound. 



Specify 5x6 size, extra 



large, 30 pounds net per 



container . Tomato is 2-1/8 
inches x 3 inches in diameter, 
2^1/4 tomatoes per pound. '* 

Specify 6x7 size, medium 
Slice in 11% inch slice. 



Specify standard size ^ 
regfeonably uniform in size . 
Vo]^e given in cups. 

Size and Count 

Specify U,S, #1 wholesale' 
basket with apples having a 
minimum of 2-174 inch diameter 
(small apple) . , ' , 

Purchased by fingers . ^~No tra^e 
size. Small or petite 'bananas . 
Three bananas per pound. 

Specify U>sJ a . Minimum 
diameter 3/4 inch. Sold'in' 
quarts and pints. 



Specify U>s! //I . No minimum. 
Sold in quarts and pints. 



li 



S-erving Size and Yield 

3 pickles = 1/2 cup 
1-1/2 pickles = 1/4 cui 
3/4 pickle = 1/8 cup 



8 radishes = 1/2- cup 
4 radishes = 1/4 cup 
2 radishes. = 1/8 cup 



1/2 tomato = 1/2 cup 
1/4 tomato = 1/4 cup 
1/8 tomat.o = 1/8 cup 

' I. 

4 slices = ill cup 
2 slices = 1/4 cup 

1 slice =• 1/8 cup 

8 tomatoes = about 1/2 cup' 
4 tomatoes = about 1/4 cup 

2 tomatoes = about 1/8 cup 

Serving Size and Yield 

1 apple '= 1/^.cup 
1/2 apple = 1/4 cup 
1/4 apple = 1/8 cap 



1 banana = ll^ cup 
1/2 banana =1/4 cup 
1/4 banana = I/8 cup 



1/2 Gup ,ready-to-eat berries = 

1/2 cup / 
1/4 cup ready-to-eat berries = 

1/4 cup 

1/8 cup ready-to-eat berries = 
1/8 cup 
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Serving Size and Yield for 

Selected Fresh Vegetables and Fruits 



Fruit 

Cantaloupe 
Grapes 



'Nectarines 
Oranges 



Plums 



Peaches 



Pears 



ERLC 



Size and Count 

Specify Size 36 . Medium size, 
5-1/2 inches diameter. One and 
2/3 pounds per melon. 

Specify variety desired . 
Concord, Delaware, etc ♦ (slip 
sl^in) average 2-3/4 cup$ per 
pound. 

Tokay, ^Thompson ' Seedless , etc . , 
(adherent skins) average 163 
grapes per pound. 

Specify Size 3x4 . Size is 
standard with fru;lt having a 
1-3/4 to 2-1/2 inches diameter. 

Specify 138vtCalif.' or Ariz.) 
or 1^25 size (Fla. or Texas). » 



Size designation, printed on 
carton, indicates number of 
fruit in carton. Medium (or < 
smalj-er) orange, 4 per pound. 

Specify Size 3x4x5. Con^ 



tain^rs yield a count of 60 
pieces 6f small fruit. Avail- 
able in 4 baskets per crate. 

Specify 2 to 2-1/2 inch ihinimum 
Aiameter . Available in Easter^n 
basket. Four peaches per pound. 

Specify 150 or 135 count . 
Diameter of pears of both counts 
is 2-1/2 inches. 150 count is, a 
'short fruit ,•^ while 135 count is 
a\^ong fruit. Four pears per 
pound. 



Serving Size and Yield. 

1/4^ melon = 1/2 cup 
1/8 melon = 1/4 cup 
1/16 melon = 1/8 cup 



16 grapes = 
* 8 gi:apes = 
4 grapes 



38 



about 1/2 cup 
about 1/4 cup 
about 1/8 cup 



grapes = about 1/2 cup 
19 grapes »= about 1/4 cup 
10 grapes = al50ut l/'8 cup 

1 nectarine = 1/2 cup 
1/2 nectarine = 1/4 cup 
1/4* nectarine = 1/8 cup 

1 orange = 1/2 cup. 
1V>2 orange =1/4 cup 
1/4 orange = 1/8 cup 



2 plums = about 1/2 cup 
1 plum = about 1/4 cup 
1/2 plum = about 1^/8 cup 



^ 1 peach = 1/2 cup 
1/2 peach = 1/4 cup 
1/4 peach = 1/8 ^up 

1 pear = 1/2 cup 
1/2 pear = 1/4 cup 
1/4 pear = 1/8 cup 
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, / * Serving- Size and Yield for 
Selected Fresh Vegetables and Fruits 



^ -Specif^ bulk purchase^or , 
Ind iv i dua 1 pa c kag e s , 1-1/2 
ounce Q^ch. 



Size-fand Count 



Specify size 176 > Fruit will 
average 2-3/8 inched in 
diametef. Four t,angerine*§ per 
pound. 

Specify average 'size . Melons 
will average about 28 pounds*, 
Serving size determined by 
quartering the melon. 
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Serving Size and Yield 

Yield of bplk: 
5-1/3 oz. = 1 cup 
2-2/3 oz. = 1/2 cup 
1-1/3 oz. = 1/4 cup 
Y'ield or individual package: 

1 pack-age (1-1/2 oz. ) - about 

1/4 cup fruit 

1 tangerine = about 1/2 cup 



Yield of quartet of 

meloH: 
1/16 quarter = 1/2 cup 
1/32 quarter = 1/4 cup^ 
l/64 quarter = 1/8 cup 



1 



••/ 
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Food Containing Vitsimin A, 
Vij^amin C- and Iron 



i 



Itamln A 



^Vitamin C 



ERIC 



VEGETABLES 

Asparagus 

Broccoli 

Carrots 

Chili peppers (red) 

Collards 

Kale 

Mixed vegetables 
Peas and carrots 
Pumpkins 
Spinach 

Squash, winter 
Sweet peppers, red 
Tomatoes \ < 
Tomato juice,. 

paste or puree 
Turnip greens 
Vegetable juices 

VEGETABLES 

Asparagus 
Broccoli 

Brussels sprouts' 
Cabbfiige 
Cauliflower* 
Chili peppers 
'Collards 
Kale • 

Okra ^ ' 
Peppers, sweet 
Potatoes, white 
Spinach 
Sweetpotatoes 
Rutabagas 
Tomatoes 
Tomato juice, 

paste or puree 
Turnip greens 
Turnips. 



ii 



FRUITS . 

» 

Apricots 
Cantaloupe ^ 
Cherries, red soup > 
Nectarines ' ^ 

Peaches - , ^ 

Plums, purple 
Prunes 



FRUITS . \ ' < 

Cantaloupe 
Grapefruit ' 
Grapefruit juice 
Grapefruit-Orange juice 
Honeydew melon 
Oranges 
Orange juice 
Pineapple juice (vitamin C restored) 
Raspberries 
Strawberries 
Tangelos 
Tangerines 



i 



' 115 

Food Containing Vitamin A, 
Vitamin C and Iron 



Iron 



VEGETABLES 

Asparagus 
Beans-green,, 

wax, lima 
Broccoli 
Brussels sprouts 
Dark green leafy 

vegetables 
' beet greens, 

collards, kale, 

spinach, turnip 
. greens 
Peas, green 
Squash 

Sweetpotatoes 
Tomatoes (canned) 
Tomato juice', 
paste' or puree 



. FRUITS 

Apples (canned) 
ferries 
Dried fruits 

dates 

apricots, 

figs, 

peaches, , 

prunes , 

raisins 
Plums . ' 



MEAT AND MEAT ALTERNATES 

Dry beans and peas 
Eggs 

Red meats, especially 

liver and other 

organ meat 
Peanut butt^er 
Poultry 
Shell fish 
Tuna - 



\ 



\ 



/ 



( 
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Full-Strength. Juices 



ERIC 



The following is a list of full-strength fruit and vegetable juices 
which ra^y be serve'd un the Summer Food Service Progtam for * 
(^ildren^ ' ' ^ 
'~ \ ' 

.Apple- ' ' 'I . ' ' 

. Grapej^ ' ' ' . 

, Grapefruit < > . ^ , 

Grapefruit-.OrVge ' f ; ' 

Orange ' • j 

Pineapple ^ ' . ' 

Prune** \ ' ' 

Tangerine 
TomaTo 



Any blend or combination of the above juices W^)uld also be 
acceptable. 



li 
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Acceptable Bread: and 
Bread Equivalents 

0' ' ' ^ ■ 



ERIC 



1/ 



ITEM 



SERVING 



QUANTITY 



, (Grams) 



(Ounces) 





1 


40 


m.4' 


Biscuits , 


1 


28 , 




Boston^ hjbovm bread 


1' 


48 


1.7 t 


Buns (arlV types) . 


1 . 


30 


1.1 


Cookie (use at snack only) 


/ 1 


50 


1V8 ■ 


Cornbread 


28 ' 


- i.o 


Doughnuts (use at breakfast only) 


1 


.32 


J 1.1 

< 1.4 


Rnol "i mii'f 'f "ins 


• 1 


40 


French, Vienna or Italian bread 




'28 


1.0- 


"Fry'' bread ' - . 


! 1 


-.32 


1.1 


Muffins ' 


"1 


40 


' ,1.4 


Pretzels, Dutch (soft) 


2 




i;2 


Pumpernickel / 


1 


, 28 


1.0 


Raisin bread ' ■ ^ - 


' . 1 • 


,25 


. 0.9" 


Rolls / ' ' • 


' . '1 


28 


; l.'O 


Rye b,read ^ ^ 


1 - 


25 




Salt sticks 


1 


25 


0.9 


Stuffing (bread portion weighs- 








25 grams) , 


1 


80 


'2.8 


Syrian bread (Flat) 


• , 1 ■ 


25 


0.9 


White bread 


1 ' • 


25 


0.9 


Whdle wheat bread , 


1 ; 


25 


0.9 




• 3 ■ 




^0. ■ 


Bread sticRs (dry) 


21 


V Graham crackers . 


3 


21 


<0.6 


^>l^li>e toast 


5 


20 ^ 


0.5 


''Pilot" bread ' • . . 


. 2 


32 




Rye wafers (whole-grain) 


4 


20- 


. 0.8 


Saltine crackers' . 


8 


22.4 


0.8/ — " 


Soda crackers 


3 . 


21 


0.6. 


Taco shells 


2 


20 


* 0.8 ( 


Zwieback 


3 


ii 


0.6 ,^ 
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Dumplings 
Hush puppies ' ' 

Meat/meat alternate pie criist 
Meat/meat alternate turnover crust 
Pancake , r 

Pizza crust 
^opovers 
Sopap^llas 
Spoonbread ' 
Tortillas 
Waffles 



1 
1 

1 
1 
1 
1 
1 
1 
1 
2 
1 



45 
30 
30 
^42 . 

30 
50 

50 ■ 
30 



- 1.6 
1.1 
- 1.1 
1.5 

'if' 1.8 
1.1 
1.8 

l-.l 
1.1 
1.8 
1.1 



Serving sizes given are equal to 1 slice of bread, children younger 
th^n 6 years should receive 1/2 of serving. 

Note; All products must b^jaade of whole-grain "or eiyiched flour 
or- meal. ' ' " ' 
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Glossary of Terms Used 



. Administering 
Agency • 

% 

Camp 



Child 




onent 



Meal 



Meal Type 



Needy 
Children 



Onsite 
Preparation 

Program Adult 



Unit 



Unitized Medl 



Vendor 



Net Program 
Costs" 



The State Agency orMihfe USDA Food and Nutrition Service Regiong^l 
Office which directly administers th^'^Sumiier Food Service Program 
to sponsors.' This Is the .agency which' approves ' applications • 

* »■ • • 

Residential summer camp^.,.whi4h offer a regularly scheduled food.'^ 
service as part "of an organized program for ^enrolled children- 
and which serve up to four meals % day, and nonresidential programs 
which offer a regularly scheduled, organised cultural or recreations 
program for enrolled children and which serve such children four 
meals a day or three meals c^onsisting of -a bre^fast, lunch and 
supper. - . , ' ^ <^ 

Any person age 18 and under and persons over 18 .w re 
determined by a State or local educational agency to be mentally 
.or physicaLly handicapped and who particfipate in a public school 
program for such handicapped persons. ' ^ 

Each required item of\a meal, sucl^^as^milk, meat or meat/alternate, 
two or more fruits or vtegetable^ an3 bread or bread Q<ulvalefnt 

A breakfast lunch, supper or snack which meets USDA nutritional 
standards and which is served to children at a food service, site. • 

r 

Any one of the four kiddB of meals eligible: fo^r USDA ^^i*raburse- 

ment. ^ , , . ^ I ^ • ' ' ' 

Children from families whose income is below the USDA income 
poverty guidelines. (The National School Lunch Program, the School 
Breakfast Program and Child Car'e Food Program 'us^ the same' guide- 
lines. Children eligible for fr^e or reduced-price mealj^ in'' those 
program's are considered needy) . , ' - " 

\' ^ o ' ' 

I ^ ' \ 

Meals prepared and served at the same location. 

Adult staff, who prepare or serve meals ar super^is^ children 
at meal tme. T^his does not include adults^whose jobs, are on „ 
the administrative staff, such as mon^ 

Serving all components of a meal togetheib at the same.time% 
For example, the milk and fruit components of a lunch cannot 
be served as a "snack" latet in- the 4^y. - . - 

Meals delivered by a vendor with all components of each meal - \ 
in one package (with the exception of milk). The administerfftg 
agency may approve exceptions to unitizing certain other' 
components of a peal suchr as fruit juice. ^ 

A commercial operation catering meals, also referred to as a food 
Iservice management company.* * ^ 

TTie' cost of ojjerating-^a food service including food costs, 
labor costs, cost of nonfood supplies\and rental anrf use 
allowances of equipment and ^^pace. j[J[Q ' • , • 
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^ Program Evaluation i;or:pi 

Plealse complete, detach tbis form and mail to the Child Care and 
Summer Programs Division, Food and Nutrition Service, U.S. 
Department of A|ticultufe, Washington, D.C. 20250. If more ^ 
space is needed for answers, please attach additional sheets 
of paper. ' 

Did you receive adequate assistance in planning, organizing, and' 
managing the prograin? If no, please explain/ 

Did you receive sufficient training in all area^ of program ad- 
ministration and operation? If no, please explain. 

Did ]^u have problems in training your administrative and site 
personnel and monitors?- If yes, please explain. 

^f you contracted with a vendor for the ^preparation and delivery 
oi meals did you have problems wi|^ the bid procedure, the contract 
procedure, timely delivery of unitized meals, quality of meals, 
or recordkeeping? If yes, .please describe and include any other 
problems with the venfior. 

If you used onsite "preparation, did you have problems with preparing, 
ratals onsite,^ such as adequate food preparation, refrigeration and 
storage facilities, planning menus which meet the meal pattern 
requirements, purchasing appropriate foods and recorc&tei^^g? If 
yes, please describe ahd include any other problems wrfc^ onMte 
preparation. 

If you Kaci to provide for an audit of the program, 9id you have 
problems in securing an ap]jropriate auditing firm? If yes, pleas^ 
explain and include^ any other problems you had in .providing for an 
audit- . y 

Did you receive copies ^f the Sponsor Handbook, Site, Handbook, 
Monitor Handbook, Audit*Guide and posters? Are th^e pi^^ara 
aids clear and understandable arnd can they be improved? If so, 
give suggestions for areas which could be improved. 



Ar^e the regulations clear and do you have any suggestions for 
changes which should be incorporated in the regulations? 

Was there adequate personnel nn^mir staff to effectively mpnito^ 
sites? 

Did site supervisors maintain all required recor'ds such as food 
purchase receipts, attendance records, where applicable, , menus, 
atcT?' Describe your syste^k for collecting these records. 



Jf you are a sponsor ig a tural ar^ea, what extraordinary adminis- 
trative cx>sts did you incur that perhapa urban type .sponsors may no 
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Sporibors of the Summer FooJ Service 
Program for Children \sjrr: lo provide meal.s 
to children during the sunimei* monihs \^hen 
bchool IS not in se^ision ^our site ib the 
means of prosidmg this >er\iee to children 
That makes you :bto m.o>i importani part of 
:h^^ Summer Food Service Program for 
Children. \\i:h a 1 ::le etiori. \o'u can make 
the 'meal service an enjovable experience for 
>our neighborhood children, 
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You have an 'obligation to the children to 
make sure that your-site's food service is run 
in accordance with prograni regulations and 
the instructions provided to you by y9ur 
sponsoi". Your sponsor will be fmancialiy 1 
resppnsible f^r any meals that are served 
incorrectly or are served to ineligible people. 
'This booklet should answer most of your ^ 
question^ about your job. You will hswe many . 
things to do. But remember, the most impo 'int 
things you have to do Tor your sponsor are 
these: . ^ ' 

• Make sure the meals served^meet the 
meal pattern requirements ai>d the ^ 
nutrkional needs of the^fhildren. 

• Order or prepare only the number of 
meals you need, since attendance may 
vao' summer progresses. 

• lafce^ SWrps to adjust «m^al delivery up or 
down as attendance varies.^ 

• Serve meals only during the designated^ 
meal time. » ♦ 

• Sign for only th^ number of me^ls 
delivered. * 
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• SerVe-(m€ complete meW to each child. 

• B^' sure that all meals are €5aten oh site. 
•" Sew nteals only to children, Persons of 

all ages nho ^re mentally or physically , 
. handicapped can also be |erv*ed, if they 
^ participate in a public ^cl^ool program.* 

• Keep, accurate daily records.* . . ) 

• Count and record the number-6f meals 
served, b> type, each day. 

Before the program begins, youf sponsor , 
nxust conduct a training session for all site . ^ 
personnel. You and your coworke^at the site 
must attend. If >oi'i<have not a^wnded sucfi a 
session, be sure to let'your sp\iosor'kno\v. 
You must not st^'r^ tfTe progrant until yoji 
knolv and utTderstarfd >our^duUes and I 
r<:sponsibilities Amdiig thcl|prngs your sponsor 
Will cover during the teaming session are the 
following: ' 

• Menu c^cle for your site. 
Types of'meais your site will serve. 
Deliver} time, if your site ivto receive 
prepared meals, and designated meal - 
ser\1ce time. 
Trash reiuo>al schedflle. 
Preparation and submission of daily^ 
report -shi^As. ^ ' 



Whom to call about problems and when 
/- • fo c^ll them. • ' ' * 

' ' I?tog[fty collection procedures for adult > 

staff meals. . ' ^ * . , 

k LocaThealth and sanitation standard^. 

You should know^ the following Fcdetar • , 
regulations. 

• Vendors must deliver each meal in a - 
single package or unit. Only milk can be 
delivered separately. ^ . ^ 

• Meals ivust be deliy^ed within Thoj^i^ 

. of serving time if j'ou^Vite does nol^axe^ 

adequate storage ftrcilities. . ^ 
ri' Three hours must elapse between the 
' Nbeginnin'gf of one meal service and (he 

Ng'""'"8.°'/ ^"o'her (breaWast, lunch,. 

Supper, and snacks )Hjut, if you don't , 

serve a snack betwee^ lunch and supjftr, 

vou must serve^supper 4 hSurs after '\ 

xbeginning lunch service. 
/ • *^unch and supper service cannot last 

mote than 2* hours; Breakfast iand snack 




senv7l|y^qnnot last more than 1 hour. 
y Sui^«KiM*^rvice may not begin after 
i -6:90 p!m. " t ' 

None of these time restrictions apply to 
camps.. . ^ 
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Peforc mealtime on the first day of >Qur 
progrt-vrnftakc time to 'talk with thp chii^lrcn 
aboiil the food service. Sicns posted around 
the site will help the children^ ^nd neighborhood 
adults remember tHe rulcsf ^ 
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.You should emptiasize: x \ \ ^ 

• Hmv and ^\hen meafs ill be.ler>'ed, 
including j()Jans^(ir da>!> ysh^n tHt 
»eather is bad. , ' ' » 

• • That onl\ children (18- >y*^rs of age^and 
V \ounger) and eUgioIe mentaHv and *^ 

physical!} handicapped persons can be 
svn'ed meals. ^ ' <y 

• 1 hat meals mu^^^t be Vaten ^t'the site. . 

• That meals ma}'Onl\ b^^ejTvJBcl as 
c^plete unilf. ^ p y J ^ / ' , > 

• \Va>s in \>hich members of the'local - 
, ooni munit\ ma\ assist }ou,r<ind ^ncobrage 

their suggestions Sor a bette^progra^n♦ 
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For the program to run^moothly throughout 
the summer, you and your cowork^s must 
be aware of your daily sit^ responsibilities. 
In general, these resjjonsioilities may be 
gjrouped into three major categories. 



Receipt of meals Irohi the vendor 
(or preparation of meals). 

Remember to count the number 
of meals. . 

(// yottprepare meals, your sponsor 
■ will hold <i special training session 
' with you. He will also prox^ide you 
' ^ with additional Jnformation and 
menu suggestions,) 

2^ Setrice of meals to the children. 

Count the number of ctiildren serVed. 

' 3% Daiiycr recordkeeping. 

Record counts and sign reports. 

Each category is dilcuss^d in detail on the 
following pages. • 
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# Receipt of meals from the vendor* 



1« Make sure ^be delivery schedule set b> 
}Our sponsor is being followed 

^ • Dp the meals arrive at the same time ever> 

• Docs the driver bring the right numb'sr of 
meals you need? 

2. Count the ineals de1i>ered' before the 
driver leaves >our site; 

• Was the planned meal delivered that day'^ 

• Is the vendor makmg unauthorized ^ 
k substitutions? 

• Does \our count equal the number o* nuals 
indicated on the del'\ery receipt? (Do not 
i»ign the receipt until ilie number on the 
receipt agrees with NOiALCount and unlei>s the 
meals ar(} in acceptable condition ) 

'• Have \oU'told the sponsor if vou need 
more or fewer nieals for the next day? 

3. Check the food quality. 

• Are the- right foods, as lifted in this booklet, 
being deHvered? 

• Is any Cood spoiled? 

• 'Art? foods delivered at proper temperatures? 



4. Write the time of de»very on the receipt. 
If everything has beeir delivered correctly, 
sign the receipt. Otherwise, make a note on the 
delivery receipt and notify your sponsor. 

5. - Keep a copy pf the delivery receipt with 
your daily report. > 

Remember that your spohsor has entered 
into a contract with the yendor '. It is up to you 
'to let your sponsor know if there are problems 
with the f<9od service. 




2. 



Service of meals to the children. 



1. Organize your activities so that at mealtime 
the children will be able to arrange themselves 
into an orderly serving line. 

2. Count the meals as you serve them to the 
the children, and record youc count on the 
daily record sheet. Remember that adults 
(other than staff) ai-e not allowed to receive 
meals under this program. 
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3* Serve meals during the designated meal 
service 4wnj* Your sponsor v^ill not be paid for 
^ meals ser^ci butside these time frames* 

4. Serve the meal as a complete unit without * 
separating the items. Each meal is specifically 
designed as a unit to fit the food^eeds of a 

^€^^8 child. Your spoi^r will not be paid 
for meals not served as a unit. 

5. Never serve two meals at the same time 
Mo one child. 

6. Plan the staff members^ time to let Ihem 
sit with the children v^bile the> eat. 

?• Encourage children to try new foods and 
to like the foods their bodies need. 

8. Fofloyy the spons^|rprocedure for 
•leftover meals. If jS^have many leftovers, 
liotify }our sponsor to order fewer meals. 
Remember that the intent of the program is 
to serve one meal to .each child at eaclv meal 
service* ^ • 
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Daily recordkeeping* 



1. Count and record *the following inform^tioit 
for eacii'TB^aMype served at your site 
(breakfast, lunch/^pper, and snacks): 

• Thp number of nteals received or prepared 
b> type (i>reakfast, Kjnch, snack, supper), 

• The number of peals, by type, served to 
children. 

• The number of seconds served to children, 
if any, (Record /reason for seconds.) 

• The numJiCi<of meals, by type, served to 
adults, 

•< The number of hours that each paid food 
service employee worked on food service. 

• The amount of money, if any, received* from 
adults. 

2. Your sponsor'^will give you a daily meal 
record sheet to complete and' return to his- 
office* Your*^sponsor will receive reimbursement 
for the meals.served to children based on your 
daily records* Thus, yo^r records must be * 
accurate and must be recorded daily* Your 
sponsor will explain the system for collecting 
the records* 



10 



II 




121' 



1 



m — / T /1 



It is your responsibility to make sure that 
the meals served meet the meal pattern 
requirements listed on this page and the 
followins: page. Study the patterns qf the meals 
to be served at your site and learn to recognize 
deficiencies. Record deficiencies on the^elivery 
receipt before you sign it, and notify your 
sponsor as soon as possible^ 



BREAKFAST 



1 cup 



^ Juice {fruit or vegetable) or 

Fruit or Vegetable 1 /2 cup 

ll Bread or ^ ~~ ' l^sHce" 

Cereal - 3/4 cup or 

1 oupcc' 



SNACKS 

t hoo*c two of ihc fo\jr componenis 

^Mcator Meat Alternate 
^ Juice (fruit or vegetablef or 

Vegetable or Fruit 
ft Bread or 

Cereal 




1 cup 
1 oujire 

1 cup 

1 slice 
3/^ cup 
or 1 ounce' 



LUNCH or 
SUPPER 



^ Meat or Poultry or Fish or Cheese or 
• Eggs or ^ 

Dry beans (cooked) or peas or 

Peanut butter 
H?ruiis (2 or more) pr 

Vegetables (2 or more) 
W Bread 



1 cup 

2 ounces 
1 

1/2 cup 
4_tabIesp<)ons 

3/4 cup2 
1 slice ~ 



1. whichever is less 

2. ^vegetable or fruit juice not more than 1/4 cup 
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Sponsor personnel, called monitors, will visit 
your site on a regular basis. They will assist* 
with day-to-day problems and explain the 
daily recordkeeping requirements. Questions 
they will b^ asking wheh they visit your site 
include' the following: 

1^ Are all children eating at the site? 
2. Are ineligible adults fcfeing fed?. 
j3. Are the. meals served as a unit? 

4. Do the meals meet the meal patterns? 

5. Are theVequired number of hours' 
elapsing betwe^meals? 

6. Ar^ meals senea only during the 
designated meal sen ice time? 

7. What is done with leftovers? 

8. What is done in case of bad weather? 

9. Are daiJ> records accurate? 

10. Are iHeals counted Before delivery 
receipt is signed? 

11. Do you make adjustments in the 
number of pieals at )our site based on ' 
the number of children in attendance? 
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From time to time you mayTiave official 
visitors who will want to talk^with you about 
the food service at your site.' You should keep 
a written record of these visits for reference 
purposes. In addition to the monitors from 
your sponsor's office, yo,u should expect to see 
someone from the local health department. 
State and Federal personnel who administer 
the Summer Food Service Program 'for 
. Children will also be performing reviews of 
the program. All of these people wilTwant to 
work with you and your sponsor to help make 
your food service better. 

Remember, these officials will note any 
problems they observe. Because ->our sponsor 
may not be paid for meals that >ou do not » 
serve in accordance with program regulations, 
you must make sure all requirements are met 
aad problems are corrected immediately. If 
you are given a violation notice from a 
monitor or, health department representative, 
take immediate steps to correct the violation 
and inform your sponsor. 
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1. What should I do if my HMhs are not 
delivered? 

Call your Sponsor immediately and explain 
that you did not receive your me_ah. The 
sponsor will notify the vendor. 

2. What should I do if meals are delivered late?. 
First, discuss the problem with the driver. 

If the problem continues, call your sponsor 
and make a note^, the problem on the 
» ^delivery receipt. 

3. May I serve meals to adults nho are 
working with the food program? 

Your sponsor will give you instructions " 
regarding adult staff meals. 
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.4. May I serve meals to adults in the 
community? 

772/5 program is primarily for children. Only 
handicapped adults enrolled in public school 
programs may participate. You should post 
:^igns at the site so adults understand that the 
'program is not for them. You may want to 
check on feeding programs in four area which 
serve adults and senior citizens so you can 
^efer th^m to the appropriate place. ' 

5. What should be done if adults demand 
meals? 

tail your sponsor immediately . The sponsor 
will probably send someone to the site to deal 
with the problem. 

6. What if the food is spoiled? 

// you- realize the food is spoiled before you 
have signed for the meals, refuse to aqcept 
them. If you do not realize there is a problem 
until you are serving the food, immediately 
•stop the meal service and call back all meals. 
This can be a very dangerous situation, so do 
not serve any part of the meal. Call the 
sponsor immediately. The sponsor wdl notify 
the vendor and someone will come to pick up ' 
the spoiled meals. ' ' . 
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^ 7. May I serve seconds? 

No, you should not plan to serve seconds. ' 
The general rule to follow is ^'one Yneal per 
child,'* However, sometimes, even with' good 
planning, yoiij^vill have extra meals left. Then, 
and only then, should you serve complete ^ 
second meals. Always indicate on your daily 
report how many seconds yoii serve. Contact 
your sponsor to adjust your meal order if you 
are/eceivin§^ top mimy meals. 
8. What should I do if the children ho not 
want to eat at the site? 
Explain to th^ children ihat if they do not 
eat at the site,, the feeding program may be 
discontinued With good supervision and '* 
control, you should not hen e problems keeping 
the children at the site. If you feel the 
situation is out of control, ccill your sponsor. 
The sponsor will he able iu*lp you. 



18 



\ 



Yqu signed a daily records account for all 
categories of >nieals served. They are the sole 
^asis for reporting the number of meals served. 
They are also tbe^ only basis for payment t(^ 
your sponsor. 



Rules for acceptance and participation in 
this program arc the^samc for all, without 
regard to raqe/color, or national origin. 



,19 




130 



















a 


\ 




% 


• 


V 












Siie"Super\isor's Name 
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1 Sponsor's Name ^ * 




Sponsor's Represcniame 




Sponsor*s Address 










Sponsor's Phone Number 
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